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ABSENTEEISM 
7-1 1e507.9 .G79a 
Great Britain. Department of Employment. 
Absenteeism, by Richard M. Jones. London, H.M. Stat. Off., 1971. 49 pp. 
(Manpower papers no. 4) 

Topics covered are: the concept of absenteeism, the measurement and cost of 
absence, factors associated with absence behavior, the effect of paid sick- leave 
schemes on level of non-attendance, implications for managerial action and 
suggestions for further research. 


7-2 

Scherba, John and Lyle Smith. 
Computerization of absentee control programs. Personnel journal, vol. 52, no. 5 
May 1973, pp. 367-372. 

Control of absenteeism requires that chronic absentees be identified and dealt 
with on an individual basis. This article describes a computerized program for 
accurate and efficient recording of absence information. Outputs of the program 
include a basic report providing a review of an employee's attendance record and 
a chronic absentee report which identifies those employees with poor attendance 
records and gives detailed information about their absences. 


APPEALS 
7-3 
Luck, Karyl S. and Phillip L. Radoff. ‘ 
/Beale vy. Blount/, George Washington law review, vol. 41, no. 3, March 1973, pp. 657-666 

Discusses the bases for the district and appellate court decisions in Beale v, 
Blount. The district court dismissed the complaint "for failure to exhaust avaikble 
administrative remedies" and the appellate court affirmed the decision and held that 
“injunctive relief from racially discriminatory practices of the United States 
Post Office Department is barred by the doctrine of sovereign immunity." 

7-4 

Shane, Joseph. 
Indirect functions of the grievance procedure. Public personnel management, vol. 2, 
no. 3, May-June 1973, pp. 171-178. 

Shane explains how the dispute resolution procedures in Maryland state 
government have accomplished the major purpose of providing for an impartial settle- 
ment of conflicts and have also served to establish labor relations policies in 
the absence of a comprehensive labor relations law. 
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APPLICATIONS FOR POSITIONS 
7-5 1d52.3 .M52c 1972 
Menning J. H. and C. W. Wilkinson. : 
Communicating through letters and reports. 5th ed. Homewood, I1ll,, R.D. Irwin, 
1972. 744 pp. 3 , : 
This textbook on letter and report writing includes a section on the job-finding 
process. ‘ . 
Partial contents: Chap. 11, Evaluating yourself and potential employers; chap. 12, 
Letters about employment. 
7-6 
Penrose, John'M. ; é ; 
hee ecihee make a difference in resumes? Journal of business communication, 


vol. 10, no. 3, Spring 1973, pp. 15-19. . 9 
Penrose's study indicates that "the content of the resume and the preferences 


of the interviewer appear to be the more important determiner of ranking /of a 
candidates by professional recruiters / than order in which the content is place 
in the résumé." 
7-7 
Vogel, Erwin. 
ig to succeed in job-search--when really trying! n.p., Copy-Write Creations. 1a 
86 pp. 


: 4 
Suggestions on how to write résumés and covering letters, how to prepare for 
interviews and how to use employment agencies. 
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ATTITUDE SURVEYS 
7-8 

Penzer, William. 

Employee attitudes toward attitude surveys. Personnel, vol. 50, no. 3, May-June 1973, 
pp. 60-64, 

Employees of a national marketing organization believe attitude surveys are 
valuable, but they are not ‘confident that the results are always taken seriously by 
management. This survey of employee opinions also indicates that survey questions 
should only include those items which have been previously discussed or considered 
and that frequent survey participants do not respond differently from those for whom 
) the survey is a new experience, 


AUTOMATIC DATA PROCESSING-- EFFECTS 








7-9 1d203.9 .W4lw 
Wedderburn, Dorothy and Rosemary Crompton. 
Workers' attitudes and technology. London, Cambridge University Press, 1972. 
176 pp. (Cambridge papers in sociology, no. 2) 
j The effects of technology on the attitudes and behavior of employees of a 


' large chemical complex in northeast England were studied and the findings for 
general workers were compared with the findings for tradesmen. 


) AUTOMATIC DATA PROCESSING-- PERSONNEL 








666 7- 10 
* Nolan, Richard L. a 
} Plight of the EDP manager. Harvard business review, vol. 51, no. 3, May-June 1973, 
. pp. 143-152. 
Firings, separations, and job changes of EDP managers frequently occur because 
top management does not completely understand the EDP manager and his responsibilities 
within the organization. Offers some specific suggestions for managing and 
evaluating the EDP manager. 
: 7-11 1e438 .Au7Un470 1972 
; U.S. Employment Service. 
Occupations in electronic computing systems. Rev. ed. Washington, U.S. Govt. 
Print. Off., 1972. 130 pp. 
Briefly reviews the development of computers and how they are used. Describes 
the work of 29 different computer occupations. 
CAREER PLANNING 
"" 7-12 
Anderson, Stephen D. 
Planning for career growth. Personnel journal, vol. 52, no. 5, May 1973, pp. 357-362. 
1g Anderson offers the individual suggestions for planning his career growth and 
also points out how supervisors can be of assistance. 





12, | CHANGE, ORGANIZATIONAL 
7-13 
Kyle, John K. 
Organization development: concepts, values and technology. Canadian personnel and 
industrial relations journal, vol. 20, no. 3, May 1973, pp. 37-40. 
This review of organization development explains what it is, how it is used 
and implemented and why OD programs sometimes fail to accomplish their objectives. 





7-14 Id72 .V19i 

Vaill, Peter B. 

An informal glossary of terms and phrases in organization development. n.p., The 
Author, 1970, 14, 2 pp. 








CHANGE, ORGANIZATIONAL (Cont'd) 





735 
Walton, Eugene. 
Rooting out racism in organizations. The Bureaucrat, vol. 2, no. 1, Spring 1973, 
pp. 107-116. 
Suggests an organization development strategy for the executive to use in a 
his organization of racism. 


CIVIL SERVICE 


7-16 

Municipal management assistants. Urban data service, vol. 5, no. 4, April 1973, 28 pp. 
Reports the findings of the International City Management Association's survey 
of the position of assistant to the city manager. The discussion of results 
centers on the duties and personal characteristics (age, education and salary) of 
persons holding this position. 

The publication also serves as a directory of management assistants providing 

the name, job title, date of appointment, age, education and annual salary of 
persons in these positions in 1972. 





7-17 [el52.9 .R3le 
Resource Management Corporation. 


Evaluation of the PSC program; final report. Bethesda, Md., 1972. 3v. (RMC report IR-| 


"The study was designed to provide a comprehensive assessment of the public servic 
careers (PSC) program, based on data collected from a number of the earliest projects 
at two points in time over a period of approximately a year." 

Contents: Vol. 1, Findings and conclusions; vol. 2, Second round site visit results 
vol. 3, Second round interview results. 


CIVIL SERVICE, FEDERAL 
7-18 
Meet Commissioner Spain: Women 'more people conscious'., Federal times, vol. 9, no. 13 
June 6, 1973, p. 4. 
This brief introduction to Civil Service Commission Vice Chairman Jayne B. Spain 
focuses on her efforts to promote opportunities for women and the handicapped in 
government service. 





7-19 Law .Un38sci 1972 Vol.? 
U.S. Congress. House. Document Room. 
Civil service classification and salary laws, vol. 2, comp. by Gilman G. Udell. 
Washington, U.S. Govt. Print. Off., 1972. 443 pp. 
Covers 87th through 92d Congresses. 


CIVIL SERVICE, FOREIGN 
20 





a 
Armstrong, William and Bernard Ungerson. 
The largest personnel department of them all. Personnel management (Gt. Brit.), 
vol. 5, no. 6, June 1973, pp. 18-22. 

Bernard Ungerson, former President of the Institute of Personnel Management, 
interviews Sir William Armstrong, Head of the Home Civil Service, concerning 
changes which have occurred in personnel management in the British Civil Service 
since the Fulton Report recommendations. 


7- 21 Icl66 Box 
Great Britain. Civil Service Commission. 
Annual report, 1972. Basingstoke, England, 1973. 
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COMMUNICATION TECHNIQUES 











7-22 
Bromage, Mary C. 
The management of communications. S.A.M. advanced management journal, vol. 38, no. 2, 
April 1973, pp. 42-46 
Brevity and clarity have become the criteria for successful business communications 
and Professor Bromage offers managers several suggestions for preparing written 
communications which meet these criteria. 


* 23 1d52.3 .C24ce 
Carter, Robert M. 
Communication in organizations; an annotated bibliography and sourcebook. Detroit, 
Gale Research, 1972. 272 pp. (Management information guide, 25) 

Includes sections on communication theory, barriers to communication, vertical 
and horizontal communication, different types of media, informal communication 
channels, organizational change and evaluation of communication effectiveness. 

Name, title and subject indexes are provided. 


7-24 
Fuller, Mary M. 
In business, the generic pronoun ‘he! is non-job related and discriminatory. 
Training and development journal, vol. 27, no. 5, May 1973, pp. 8-1l. 
The author proposes guidelines for writing and editing business and government 
publications which do not include discriminatory, non-job related references to 
sex. 


7- 25 
Hickson, Mark, III. 
The open systems model: auditing the effectiveness of organizational communication. 
Journal of business communication, vol. 10, no. 3, Spring 1973, pp. 7-14. 
An ideal model of organizational communication is presented in order to provide 
a criterion fpr evaluating a communication system. 


7- 26 

McNairn, William N. 
Three ways to wake up procedures manuals. Management adviser, vol. 10, no. 3, 
May-June 1973, pp. 26-33. 

McNairn explains three ways to make procedures manuals more effective communication 
devices: prepare an index and a system for maintaining it, simplify written 
information and use illustrations to replace words whenever possible, and reduce 
and control the number of manuals to be maintained. 


7- 27 
Owens, James. 
Is your communication lost in translation? Supervisory management, vol. 18, no. 5, 
May 1973, pp. 26-31. 
Nine common communication barriers are described and a remedy is suggested for 
each. 


7- 28 1d52.3 .V42c 
Vardaman, George T. and Patricia B. Vardaman. 

Communication in modern organizations. New York, J. Wiley, 1973. 516 pp. 

This text on communication principles, procedures and skills emphasizes written 
communications but also covers speaking, listening and automated written communications. 
The PRIDE approach to assessing, planning, and carrying out any communication is 
explained and applied throughout the book. 





COUNSELING 

7-29 Ie535 .B73h 

Brammer, Lawrence M. 
The helping relationship; process and skills. Englewood Cliffs, N.J., Prentice-Hall, 
1973. 170 pp. 

Because most jobs involve some type of human contact service, Brammer directs 
this explanation of the functions and skills of the helping process to the 
"nonspecialist people-helpers."" Explains the helping process, specific helping 
skills and how to develop them, and points out the characteristics of helpers. 


CREATIVE THINKING 
7- 30 
Weiss, W. H. 
Be creative! Supervision, vol. 35, no. 5, May 1973, pp. 3-5. 
"Most everyone can be creative to some degree." This article suggests how to 
prepare yourself to be more creative and points out some of the motivators and some 
of the barriers to creativity. 





DECISION. MAKING* 
7. 31 1e610.9 .B54p 
Bither, Stewart W. 
Personality as a factor in management team decision making. University Park, 
Pennsylvania State University,.Center for Research of the College of Business 
Administration, 1971. 76 pp. 
This study examined the relationships among personalities in decision-making 
groups and the possible effects of these relationships on group performance. 





7-32 
Gellerman, Saul. 
Gellerman case-book 2. Management today (Gt. Brit.), May 1973, pp. 96-99, 150. 
Two studies of what happens when managers make decisions on the basis of 
unreliable information. 


7-33 

Vroom, Victor H. 
A new look at managerial decision making. Organizational dynamics, vol. 1, no. 4, 
Spring, 1973, pp. 66-80, 

Describes a model of the decision making process and uses four case studies to 
illustrate its application. Use of the model in research on actual managerial 
decision making behavior is also reported in order "to shed some light on the 
causes and consequences of participation in decision making." Explains how the 
model can be used to examine a manager's leadership style as part of a formal 
leadership development program. 


7-34 Ie418 .H88i 
Human Resources Research Organization. 
An instructional program for employability orientation, by William C. Osborn and 
others. Washington, 1972. 304 pp. 

This manual provides guidelines for a program of instruction for WIN Mork 
Incentive Program/ orientation to work training and is recommended for use with 
any similar trainee population. Instructional modules developed for the course 
include the following: food, clothing, health, child care, family relations, money 
management, community resources, self concept, vocational goals, grooming and hygiene, 
job searching, job application, test taking, job interviewing, job assessment, 
job performance, employee relations ami company and union policies. 
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DISADVANTAGED (Cont'd) 
7-35 Iel61.2 .N21j 
National Alliance of Businessmen. 

JOBS upgrading. Washington, U.S. Govt. Print. Off., 1972. 65 pp. 

Explains how to develop a JOBS Upgrading Program contract proposal. Th program 
is designed to assist employers in initiating or improving a skills upgrading 
program for low-skilled employees. 

Program designed by ... and U.S. Department of Labor task force. 


7- 36 Tel152.9 .R15b 
Rand Corporation. 
Human resources; poverty, employment, manpower, and racial discrimination; a bibliography 
of selected Rand publications. Santa Monica, Calif., 1972. 20 pp. (SB- 1043) 
Each publication is annotated. 


7- 37 Iel52 .Z6d 
Zimpel, Lloyd, ed. 
The disadvantaged worker; readings in developing minority manpower. Reading, Mass., 
Addison-Wesley, 1971. 280 pp. 

This collection of articles serves to explain what employers have learned during 
recent years about employing the disadvantaged. 

Contents: A new perspective, Attitudes toward work, Patterns for disadvantaged 
programs, Management views of hard-core hiring, On testing, On training, Company 
experience, The union role, Upgrading and job mobility, Job programs during business 
slowdowns. 


DISCIPLINE 

7- 38 le621 .P96p No. 40 
] International Personnel Management Association, 

Disciplinary policies and practices, by Carmen D. Saso and Earl P. Tanis. Chicago, 
1973. 49 pp. (Public employee relations library no. 40) 

On the basis of information collected from a survey of 132 public agencies, "the 
authors discuss such subjects as: the extent to which governmental employers have 
established formal disciplinary policies; the roles of the various levels of management 
and of appeals bodies in disciplinary states; and common disciplinary problems with 
illustrations of the typical penalties imposed. An appendix contains illustrative 
or sample disciplinary policies, procedures, and forms." 


7- 39 

Luthans, Fred and Robert Kreitner. 
The role of punishment in organizational behavior modification (OB Mod). 
Public personnel management, vol. 2, no. 3, May-June 1973, pp. 156-161. 

Advocates of behavior modification as a means of devel oping desirable 
organizational behavior have emphasized the value of positive reinforcement. 
Luthans and Kreitner explain how nonreinforcement or punishment of undesirable 
behavior can be useful to practicing managers in modifying organizational behavior. 


EMPLOYEES COMPENSATION 

7-40 1e564 .C35a 1972 

Chamber of Commerce of the United States. 

Analysis of workmen's compensation laws. 1972 ed, Washington, 1972. 47 pp. 
Analyzes the provisions of the laws of the 50 states, the District of Columbia, 

Guam, Puerto Rico and the Canadian provinces as of January 1, 1972. 
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EMPLOYEES- - PARTICIPATION IN MANAGEMENT 

7-41 

Banner, David K. 
Decentralized management: why it might not work. Canadian personnel and industria] 
relations journal, vol. 20, no. 3, May 1973, pp. 34-36. 


Describes the decentralized or participative concept of management and 
explains why it might not be successful. 





7- 42 

Mansbridge, Jane J. 
Time, emotion, and inequality: three problems of participatory groups. Journal of 
applied behavioral science, vol. 9, nos. 2/3, 1973, pp. 351-368. 

Certain problems exist with the ideal of a participatory democracy in which decisiop. 
making is direct, face to face, consensual and egalitarian. "This essay examines three 
of those problems: the greater length of time involved in decision making, the greater 
emotional intensity of the interaction, and the persistence of ingrained inequalities 
of influence--and suggests concrete ways that groups may deal with the issues involved,” 


7-43 
Peter, J. F. 
European company law: issues and debates. Personnel management (Gt. Brit.), 


vol. 5, no. 6, June 1973, pp. 26-29. 

Iwo European Economic Community proposals--the European Company Statute and the 
Fifth Directive--are discussed in relation to their possible effects on industrial 
relations thinking and practice. Both proposals include provisions for employee 
representation on supervisory boards. 


i744 

Siegel, Alan L. and Robert A. Ruh. 
Job involvement, participation in decision making, personal background and job 
behavior. Organizational behavior and human performance, vol. 9, no. 2, April 
1973, pp. 318-327. 

This study investigated the relationships between job involvement and participation 
in decision making, the personal background variables of level of education and 
community size, job performance, turnover and absenteeism. Job involvement was 
found to be significantly related to participation, community size and turnover; 
and the correlations between job involvement and participation were greater for 
individuals with higher levels of education and with urban backgrounds. 


EQUAL OPPORTUNITY IN EMPLOYMENT 
7-45 
Bass, Alan R. and John N. Turner. 
Ethnic group differences in relationships among criteria of job performance. 
Journal of applied psychology, vol. 57, no. 2, April 1973, pp. 101-109. 
Ratings of black and white bank tellers by their white supervisors were 
compared with ratings on four objective criteria to determine if the supervisory 
ratings were biased against blacks. "Results indicated that mean differences 
between black and white employees on the criterion measures were generally 
small, and most differences that were statistically significant were reduced to 
nonsignificance when the effects of age and job tenure were removed. ... However, 
further analyses showed that the white supervisors based their evaluations of 
subordinates on objective data for black employees considerably more than they 
did for white employees." 
7- 46 . - 
Iel52 .B73c 
Bramwell, Jonathan. ; 
pt in crisis; the black professional today. Indianapolis, Bobbs-Merrill, 1972. 
PP- | 
Brainwe 11 discusses the black professional and explains how he is treated differently 
from white people in this country. The fifth chapter, "Quotas," describes the treat- 
ment of the black professional by employers. 
An article by the author based on this book, "The black professional today: the 
multidimensional human," appears in Contact, vol. 3, no. 8, Spring 1973, pp. 22-24. 
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EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 
J-L7 
DeWitt, Karen E. 
Strengthened EEOC accelerates action against business, labor employee discrimination. 
National journal, vol. 5, no. 25, June 23, 1973, pp. 913-921. 

Report on activities of the Equal Employment Opportunity Commission, particularly 
in the area of litigation. Following a victory against American Telephone and 
Telegraph, the EEOC "is accelerating the filing of lawsuits against employers 
and unions that allegedly discriminate in hiring and promotion." 


7-48 

Gould, William B. 
Black workers inside the house of labor. The Annals (American Academy of 
Political and Social Science), vol. 407, May 1973, pp. 78-90, 

Explains how some general practices of labor unions have a discriminatory 

effect on black workers. Indicates that while some industrial and public employee 
unions have made efforts to remedy racial discrimination, the problem is far from 
being solved because of "the adherence by national trade union leadership to policies 
which perpetuate the racially discriminatory past." 


7-49 
Gustafson, H. Wayne. 
Special treatment for special people: a minority report on the training of 
minorities. Business perspectives, vol. 9, no. 3, Spring 1973, pp. 2-ll. 
Gustafson suggests that the special concern businesses presently have for 
methods designed especially for the employment and training of minority group 
members is traceable to the commonly held stereotype of minorities "as a special 
breed afflicted with debilities that have to be remedied before they can become 
useful participants in the industrial world." Limited data from studies con- 
ducted within the Bell System fail to support or dispute the minority stereotype; 
and until conclusive data is available, the author recommends treating all trainees 
as special people and designing programs tailored to individual needs. 
Based on a paper presented at a conference on "Current Issues in Public 
Utility Management and Regulation," September 6-9, 1972, at Southern Illinois 
University. 


7- 50 Ie 152 .K4ln 1969 
Kentucky. Commission on Human Rights. 
Black employment in Kentucky State agencies; fourth report as of October 15, 1969. 
Frankfort, Ky., 1969. 26 pp. 


7- 51 
Malone, James E. 
Minorities, women and young people in local government. Public management, 


vol. 55, no. 5, May 1973, pp. 16-17. 

Jackson, Michigan's city manager explains the two approaches used by the city to 
bring minority group members, women and young people into responsible positions in 
local government. 


7-52 S/C 
Miller, Paul O., III. 
Class actions and employment discrimination under Title VII of the Civil Rights 
Act of 1964, Mississippi law journal, vol. 43, no. 3, 1972, pp. 275-286. 
Miller discusses the class action as a device for accomplishing the intended 
result of Title VIL of the Civil Rights Act of 1964. He examines several court 
decisions which "have established an outline for Title VII class actions." 


EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 





F: 


53 Iel52 .N2leg 


National Civil Service League. 


Equal opportunity for government employees. Washington, Manpower Press, 1972. 
62 pp. 

Speeches and comments excerpted from "Conference on State and Local Jobs under the 
EEO Act of 1972." 

Excerpts from the Conference focus on methods of improving equal employment 
opportunities in state and local governments. The appendix includes reprinted journal 
articles on testing in public employment systems, the text of the Equal Employment 
Opportunity Act of 1972, EEOC guidelines on sex discrimination and selection 


procedures and a summary of recent court cases involving discrimination in public 
employment. 


7-54 
Rice, Haynes. 


To cure racism. Hospitals, vol. 47, no. 9, May 1, 1973, pp. 54-56. 

Rice discusses some of the problems which the black health care professional is 
likely to encounter in seeking employment and being promoted. He recommends action 
in several areas as a means of improving the opportunities for blacks in policy-making 
positions. 


7- 55 
Rosenthal, Albert J. 


Employment discrimination and the law. The Annals (American Academy of Political 
and Social Science), vol. 407, May 1973, pp. 91-101. 

Rosenthal explains that even though litigations under Title VII of the Civil 
Rights Act of 1964 have been successful, there has been little overall progress 
for blacks in increased average income or reduced unemployment, He suggests that 
the reason for this is that "the largest part of the burden of enforcing this statute 
has not been borne by the federal government, but rather by civil rights organizations, 
whose resources have been limited."" Until the Federal government plays a major 
part in pursuing a national goal of equality, Rosenthal predicts that progress in 
this area will be "agonizingly slow." 


7- 56 
Taylor, Stuart A, S/I 


U. 


- 58 


A funny thing happened on the way up. Contact, vol. 3, no. 8, Spring 1973, 
pp. 14-16, 80, 

From his own study and from various other studies of black executives, the author 
concludes that "as long as a member of a racial minority acts like, thinks like, 
behaves like a racial minority, he or she will never become a legitimate member 
of the majority. Stated in another way, for a Black to reach the top of a 
Fortune 500 company, he must think, behave and manage like a majority." 


Tel52.5 .Un45m 1972 
S. Department of State. 
Minority employment in the Department of State (as of November 30, 1972). Prepared 
by Equal Employment Opportunity Program. Washington, 1972. 


Te152.5 .Un95ec 


U.S. Department of the Army. 


/ 


l 


EEO counseling. Washington, U.S. Govt. Print. Off., 1973. lv. (Civilian 
personnel pamphlet no. 74) 

A discussion of EEO counseling principles designed to create a positive 
attitude toward counseling. The appendices provide an explanation of EEO counseling 
procedures taken from governing regulations and other issuances. 


39 1d203 .Un665m No. 26 


-S. Manpower Administration. 


A study of black male professionals in industry. Washington, U.S. Govt. Print. Off., 
1973." 22 pp. (Manpower research monograph no. 26) 

Based on a study and on a report on that study by Recruiting Management Consultants, 
Inc. Covers education, employment, earnings, career progress and relations with whites 
in firm. Includes data from a survey of white managers. 
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ETHICS 


a 60 
Wright, Maurice, 
The professional conduct of civil servants. Public administration, vol. 51, Spring 


1973, pp. 1-15. 

In the British Civil Service there is no written code of professional conduct, but 
there are a number of rules relating to different aspects of conduct and some general, 
unwritten principles. Wright suggests that "if the nature of the civil servant's duty 
to his Minister is changing or being changed in the direction of a wider duty to a 
‘public interest', then there may be a need not only to define and articulate the 


existing unwritten principles of professional conduct, but also to formulate a new 
code," 


EXECUTIVES 
7-61 Iel24 .M14t 
McDonald, Stanleigh B. 
Ten weeks to a better job. Garden City, N.Y., Doubleday, 1972. 239 pp. 
Offers guidance for finding a better job to the unemployed executive or the 
executive desiring to change jobs. Covers resume preparation, organizing the job 
search, handling interviews and negotiating compensation packages. 


7- 62 1e424 .Sch2c 
Scheer, Wilbert E, 
Corporate growth through internal management development, Chicago, Dartnell, 1972. 
199 pp. 

The term management development is used broadly to cover all of the processes 
involved in attracting, retaining and developing quality executive manpower to meet 
present and future needs, The author specifically discusses writing executive position 
descriptions, taking an inventory of existing manpower resources, forecasting 
manpower needs, recruiting, appraising performance and potential, designing 
individual career paths, preparing training and development programs and selecting 
candidates for promotion, 


7-63 

Tsaklanganos, Angelos A. . ; 
Sabbaticals for executives. Personnel journal, vol. 52, no. 5, May 1973, pp. 363-366, 
372. 


Discusses the benefits of sabbatical leaves for executives from the standpoint of 
the executive and his employer. Suggests that further research on the potential 
and feasibility of sabbaticals is needed before a final decision can be made re- 
garding the desirability of a formalized sabbatical policy. 


EXECUTIVES--ABILITIES AND CHARACTERISTICS 





7-64 Iel24 ,C59m 
Cleverley, Graham. 
Managers and magic. New York, E.P. Dutton, 1973, cl971. 206 pp. 
Cleverley describes several practices which managers insist on carrying out even 
though they have no pragmatic validity. 


7- 65 1d33 .G19r 
Gartner, Michael, ed. 

The road to the top. Princeton, N.J., Dow Jones Books, 1972. 108 pp. 
} These profiles of top executives describe their routes to the top and their 
leadership styles, The articles first appeared in The Wall Street Journal. 
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EXECUTIVES--ABILITIES AND CHARACTERISTICS (Cont'd) 





7-66 

Kimball, Patrick. 
The journeyman executive. Business horizons, vol. 16, no. 2, April 1973, pp. 47-52, 

The era when an executive spent his entire working life with a single organization 

has passed. “This article explores this growing trend toward 'journeymen executives,! 
All the factors contributing to this new management lifestyle--fluctuations in the 
economy, demands for innovations, attitudes of employers, expectations of employees-- 
are considered. The implications in the changes are explored and questions raised 
on how the new assumptions are working." 


7-67 1el124.9 .L93m 
Louisiana State University. College of Business Administration. 
McGregor's Theory X-Y and Maslow's Need Hierarchy Theory; an empirical study of 
managerial thinking in the New Orleans area, by Daniel S. Juhn. New Orleans, 
Division of Business and Economic Research, 1972. 54 pp. (Research study no. 15) 
This research study with accompanying tables sheds light on the thinking of 
New Orleans managers in such areas as managerial attitudes, leadership assumptions, 
motivations, and satisfaction. 


7-68 


1d33 .Sm6i 
Smith, Martin R. 


I hate to see a manager cry; or, how to prevent the litany of management from 
fouling up your career. Reading, Mass., Addison-Wesley, 1973. 209 pp. 

Smith says "the worst possible error made by men who seek to improve their 
business performance through study is to believe all the junk prescribed by 
lecturers and texts on achieving management success." In this book the author bases 
his explanation of the realities of corporate life on his own experiences. 

Partial contents: Pt. 1, Recognizing management diseases; pt. 2, Circumventing 
corporate politics; pt. 3, Handling corporate personalities; pt. 4, Debunking accepted 
personnel theories; pt. 5, Getting there: selecting the right job; pt. 6, Staying 
there: techniques for success; pt. 7, Moving ahead: doing the right things. 

7- 69 


Tech. Rpts. 
U.S. Department of the Air Force. 


Personal value systems of managers and the operative goals of th organization; 
an in-depth analysis of one firm, by T. Roger Manley. Springfield, Va., National 
Technical Information Service, 1972. 374 pp. (AD- 742-277) 

"The study had as its objective the identification and hierarchical ranking 
of the operative goals of a large, established firm under government regulation, 
and possessing strong commitments to both profit and public service motives. 
Interviews with managers at all organizational levels, review of company 
documentation, and observation of normal operations were included. Identified 
goals were incorporated into a questionnaire. Each respondent was classified 
into one of four possible orientations on the basis of his/her responses to the 
personal values section, and this information was used to determine behavioral 
relevance scores for the goals. The organization studied was New York Telephone," 


EXECUTIVES- - EVALUATION 





1e398.4 .G83a 
Greene, Robert E, 


Administrative appraisal; a step to improved leadership. 
Association of Secondary School Principals, 1972. 48 pp. 
“This report encourages goal and standard setting for administrators and 
administrator participation in the appraisal process. The first section outlines 
the weaknesses of present evaluation systems. The second section, which deals 
with a goal-oriented system, discusses the philosophy behind the system, the 
standards of performance, and the development of appropriate instruments for 
appraisal, The last section points up the importance of the self-appraisal, 


the motivation, and the inservice training aspects of an appraisal system. 
provide sample appraisal instruments." 


Washington, National 


Appendixes 


Although oriented toward the evaluation of school administrators, the concepts 
discussed are generally applicable to any executive level position. 
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EXECUTIVES--EVALUATION (Cont'd) 
7-71 
Koontz, Harold. 
How can appraisal of managers be made effective? S.A.M. advanced management journal, 
vol. 38, no. 2, April 1973, pp. 11-21. 
In this article on the appraisal of managerial performance, Koontz discusses 
what should be measured, the requirements of an effective system, and the deficiencies 
of traditional systems. Appraisal against objectives is examined as a promising 
tool with certain weaknesses which might be overcome by combining this approach 
with a program of appraising managers as managers. 
Based on the author's book, Appraising Managers as Managers (1971). 








EXECUTIVES - - PAY 

7-72 

Nystrom, Paul C,. 
Equity theory and career pay: a computer simulation approach. Journal of applied 
psychology, vol. 57, no. 2, April 1973, pp. 125-131. 

"Computer simulation was used to convert Jaques' theory of equitable payment into _ 
the composites model utilized by the Haire, Ghiselli and Gordon study of /executives'/ 
career pay. Salaries of 100 subjects were stochastically allocated for 25 time 
periods. A Markovian process model produced a set of pay parameters that more 
closely replicated past empirical findings than the parameters produced by an 
independent process model." 

The author points out that this study illustrates the usefulness of computer 
simulation as a method of comparing findings from different research studies. 


7-73 
Perham, John C. 
The money in executive piggybanks. Dun's, vol. 101, no. 5, May 1973, pp. 60-63. 
Reports on savings plans for executives now maintained by many U.S. corporations. 
Points out their benefits. 


7-74 
Wilson, Sidney R. 
Motivating managers with money. Business horizons, vol. 16, no. 2, April 1973, 
pp. 37-43. 
Wilson explains an executive salary administration and incentive bonus plan based 
on the establishment of equality between salary earned and salary received and on 
the awarding of bonuses related to managerial rather than organizational performance. 
He offers guidelines for implementing this type of program. 


EXECUTIVES--RECRUITMENT, SELECTION, TESTS 


7-75 JK1531 .C38£ 
Chase, Harold W. 
Federal judges; the appointing process. Minneapolis, University of Minnesota Press, 
1972. 240 pp. 
The author analyzes and evaluates the process of appointing Federal judges below 
the Supreme Court level and proposes several changes for improving the process. 





7- 76 
Kane, Steven E, 
Summer employment can pay off as a recruiting tool. Journal of college placement, 
vol. 33, no. 4, April-May 1973, pp. 69-73. 
The value of summer employment in recruiting junior executive/management trainees 
is brought out through findings of a study of MBA students at Cornell Graduate School 


of Business and Public Administration which revealed that 90% of those questioned would 


consider working for their previous employer on a full-time basis. Suggestions are 
given for structuring an effective program. 


EXECUTIVES--RECRULTMENT, SELECTION, TESTS (Cont'd) 





Ee Tel24 .M36r: 
Marvin, Philip R. 
The right man for the right job at the right time; the executive's guide to tapping 
top talent. Homewood, I1l., Dow Jones-Irwin, 1973. 176 pp. 
A guide for executives who are responsible for staffing managerial and staff 
positions. Examines the processes and problems involved in searching, screening and 
selecting. 


EXECUTIVES - -RESPONSIBILITIES 

7-78 

Larry, R. Heath. 
Executive management's responsibility under OSHA. Journal of occupational medicine, 
vol. 15, no. 5, May 1973, pp. 435-438. 

Describes top management's major responsibilities under the Occupational 

Safety and Health Act of 1970 as promoting understanding of the Act throughout the 
organization, participating in the development of standards and monitoring state 
legislation and plans for assuming ultimate responsibility of occupational health 
and safety. 





EXECUTIVES - - TRALNING 
7-79 1e424 .En3t 
Engineering Industry Training Board. 
The training of managers. London, n.d. 24 pp. 
"This booklet is written to help management plan its training, and to illustrate 
how good training schemes can be arranged to bring about a higher standard of 
management performance," 





7-80 
Kacher, Joseph D. 
Development of a management training program at RCA. Training and development 
journal, vol. 27, no. 5, May 1973, pp. 3-7. 
Explains how a multi-media training program was developed and how it was 
modified after pilot testing. 


7-81 

Moment, David and Dalmar Fisher. 
Managerial career development and the generational confrontation. California 
management review, vol. 15, no. 3, Spring 1973, pp. 46-55. 

The authors conclude from a review of contemporary approaches to managerial career 
development that current efforts tend to deal with isolated parts of the individual's 
total career life and they tend to deal with either major or relatively minor behavioral 
alternatives. An approach to increasing managerial effectiveness is described which 
deals with the total life space of the individual, concentrates on the middle-level 
behavior alternatives, and involves the manager in interactive communication with 
other people. 


7-82 
Perham, John C. 
The companies that build executive talent. Dun's, vol. 101, no. 5, May 1973, 
pp. 51-55. 
This reports on companies that are outstanding in executive development. Cites 
those that are heavy exporters of executive talent and those that appear to 
be raidproof. Tables list companies who have shown leadership in executive 
devetopment for the years 1953-1963, 1963-1968, and 1968-1973. Also listed 
are firms which appear to be training the managers who will be in demand over 
the next five years. 
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EXECUTLVES--TRALNING (Cont'd) 
OS 
7-83 Tech. Rpts. 


Ross, James L. 





An analysis of educational requirements for civilian logistics managers within 
the Air Force Logistics Command, by James L. Ross and Earl T. Steiner. Springfield, 
Va., National Technical Information Service, 1972. 120 pp. ( AD-743-411) 
Civilian logistics managers (GS-14 and above) were surveyed on their attitudes 
toward the need for a formal education in the performance of their duties. "The 
results of these responses were that education is required, it should be at the 
Bachelor level, and that all the courses included in the questionnaire were 
required." 
Master's thesis, U.S. Department of the Air Force, Air Force Institute of Technology. 


7- 84 Ial8 .Selm 
Seashore, Stanley E. and Robert J. McNeill, eds. 
Management of the urban crisis; government and the behavioral sciences. New York, 
Free Press, 1971. 518 pp. 

"The papers were initially the basis for a proposed education program for 
metropolitan managers."" They deal with organizational behavior, urban problems, a 
variety of management functions and methods of managerial development. 

Selected readings: The effects of leadership style upon the performance of work 
groups and organizations, by Fred E. Fiedler and Gordon E. O'Brien; Personnel 
selection and evaluation, by Alan R. Bass. 


FREEDOM OF INFORMATION 





7- 85 
Franklin, William M. 
The availability of Department of State records. Department of State bulletin, 


vol. 68, no. 1753, January 29, 1973, pp. 101-107. 

Franklin describes the three ways in which the State Department makes government 
documents available to the public: by publication, by granting access to files, and 
by providing copies on request. 


7- 86 

The Freedom of Information Act and the exemption for intra-agency memoranda. Harvard 
law review, vol. 86, no. 6, April 1973, pp. 1047-1067. 

This Note, examining judicial attempts to define scope and limits of the 

exemption for intra- and inter-agency memoranda, concludes that "by careful recon- 
ciliation of the policies underlying the intra-agency memorandum exemption with those 
of the Freedom of Information Act as a whole, case law can over time make the content 
of the various limitations on exemption (5) fairly precise without sacrificing any 
of the relevant interests." 


FRINGE BENEFITS 





ered : Ie552, . C65e 
Coffin, Richard M, and Michael S. Shaw. 
Effective communication of employee benefits, New York, AmericamManagement Association, 


1971. 124 pp. 

Includes chapters on measuring results, communicating overseas and communicating 
about direct compensation, as well as six case studies and a summary of benefits 
communications practices in 202 large companies, 


7- 88 1e536 .C76c 1970 

Conference on Employee Benefits. 
Proceedings, fourth annual.... New York, Communication Channels, Inc., 1970. 211 pp. 

Partial contents: Recent tax developments affecting employee benefits, by Allan 

Bakst; Communicating benefits to employees, by David Yanis; Estate planning for 
executives, by Alvin D. Lurie; New developments in profit sharing, by Bert L. Metzger; 
The efficient use of health insurance, by William W. Broadbent. 

Jointly sponsored by Pension and Welfare News and Trusts and Estates. 
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FRINGE BENEFITS (Cont'd) 

7- 89 

Foegen, J. H. 
The high cost of innovative employee benefits. California management review, vol. 15 
no. 3, Spring 1973, pp. 100-104. 

Marginal costs of additions to existing benefits have been relatively minor, but the 
provision of innovative benefits such as dental care, auto insurance and legal services 
can result in major cost increases. Foegen recommends careful planning before adding 
new benefits. 


’ 


7-90 

Kolodrubetz, Walter W. 
Employee-benefit plans, 1971. Social security bulletin, vol. 36, no. 4, April 
1973, pp. 27-33. 

An annual report on the cost to employers and employees of financing voluntary 
retirement and health, life and temporary disability insurance plans and on the 
payments made under these programs. Includes data for selected years for 
comparison. 


7-91 1e536.9 .N3la 
Neidt, Charles O. 
Attitudes of employees toward their benefit program. Berea, Ohio. American 
Society for Personnel Administration, 1970? 13 pp. 
A study of the attitudes of employees in four firms. Differences in attitudes 
were investigated according to supervisory-nonsupervisory status, age, sex, 
education and tenure. 


7-92 

Retirement fund alive and well. Federal times, vol. 9, no. 6, April 18, 1973, p. 4. 
Reports on Andrew E. Ruddock's statement before a House subcommittee concerning the 
Federal employees' retirement system. According to the Director of the Civil Service 
Commission's Bureau of Retirement, Insurance and Occupational Health, the system is 


on a sound financial basis. Accompanying the article is a chart showing the comparabilit 


of Federal retirement, leave, health, and life insurance benefits with those of 11 
corporations and state governments. 


7-93 1e537.9 .Un35e 197) 


U.S. Civil Service Commission. 
Employee benefits and services. Prepared by The Library. Washington, U.S. Govt. 
Print. Off., 1973. 69 pp. (Personnel bibliography series no. 47) 

Lists major employee benefit surveys and sources of information on the administra- 
tion of benefit plans. Materials on specific benefits and services relate to sick 
leave, vacations and other leave, life and health insurance, retirement, health 
and safety programs, counseling services, employee publications and communications 
and educational assistance plans. 

Available from U.S. Government Printing Office, $.95. 


7-94 Ie531 .B9lg 1972 
Bureau of National Affairs. 
Grievance guide. 4th ed. Washington, 1972. 

Uses decisions handed down by impartial arbitrators in grievance cases to 
illustrate some of the problems and principles of living under a union contract. 
Grievance situations discussed include those related to discharge and discipline, 
seniority, leave of absence, promotion, vacations, wages and hours and a variety 
of other areas. 

Title of earlier ed., Grievance Guide for Unions. 
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GROUP RELATIONS 
7-95 [e610 .So8g 1968 
Southern L[llinois University. 
Group process; a learning method, by J. Robert Russo. 2d ed. Edwardsville, 1968. 
58 pp. (Selected papers no. 11) 

This collection of papers on the behavior of individuals in groups is designed for use 
in training people who work in the field of human services. Some of the papers are 
adapted from National Training Laboratories materials. 

Delinquency Study and Youth Development Project. 


7-96 1e610.9 .St3g 
Steiner, Ivan D. 
Group process and productivity. New York, Academic Press, 1972. 204 pp. 


"This book examines empirical literature dealing with the processes and 
productivity of comparatively small task-oriented groups. It emphasizes the 
findings of laboratory investigations, and attempts to assimilate the data of many 
such studies to a conceptual framework. A major aim is to organize experimental 
evidence in a way that reveals some of the conditions that determine whether or not 
common-sense propositions about collective behavior are likely to be correct." 


HANDBOOKS, EMPLOYEE 
7- 97 Te541 .M31lh 
Management Information Center, Inc. 
How to prepare an employee handbook. Miami, 1971. 96 pp. 
Presents guidelines and checklists for writing employee handbooks or for 
evaluating existing ones. Includes examples of handbooks which have been successful. 





HANDICAPPED 


7-98 Ie361 .P92to 
President's Committee on Employment of the Handicapped. 
25 years of volunteers in partnership. Washington, 19727 
A historical review of the Committee's programs and accomplishments. Includes 
graphs showing trends in number of handicapped, mentally retarded and mentally 
restored persons rehabilitated into employment through Federal-state programs; 
average earnings of handicapped persons after rehabilitation; and number of 
physically handicapped and mentally retarded persons in Federal employment. 


HEALTH MANPOWER 





7-99 
Doren, Morris J. and Robert C. Gronbach. 
An objective compensation program. Hospitals, vol. 47, no. 9, May 1, 1973, pp. 45-48 


Discusses each of the steps in developing an effective salary program for 
hospital-based physicians: job analysis and description, job evaluation, job 
pricing and establishment of salary administration policies and guidelines. 


7-100 

Gartner, Alan. 
Health systems & new careers. Career development, vol. 2, no. 2, 1973, pp. 2-6. 

Gartner discusses what he considers to be the area of paraprofessional health 

occupations which require renewed attention: "career ladders--including jobs, 
training, education, certification, and licensure--that lead to professional 
status--meaning role, pay, recognition, effect on service design and productivity, 
and impact on the professional structure." 


7-101 
Hannas, R. R., Jr. 
Staffing the emergency department. Hospitals, vol. 47, no. 10, May 16, 1973, 
pp. 83-84, 86. 
Discusses the qualities of physicians, nurses, physician's assistants, 
orderlies and staff personnel to look for when staffing the hospital emergency 
department. 
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HEALTH MANPOWER (Cont'd) 





7-102 1e438 .N93N42s 
New York City-Rand Institute. 
The supply of professional nurses and their recruitment and retention by hospitals, 
by K.A. Archibald. Santa Monica, Rand Corporation, 1971. 95 pp. (R-836-NYC) 
",,.Provides a detailed review of the literature on nurses dealing with... 
(1) Professional Nursing Personnel: Numbers, Characteristics, and Needs; (2) 
Inactive Nurses; (3) Part-time Employment of Nurses; (4) Child-Care Facilities for 
Hospital Personnel; (5) Job Satisfaction among Nurses; and (6) Nurses‘ Earnings: 
Salary and Fringe Benefits." Emphasis is directed to data on nurses in the New 
York area. 


7-103 
Smith, Leslie R. 
From ambulance driver to EMT. Hospitals, vol. 47, no. 10, May 16, 1973, pp. 105-108, 
Explains how the Transportation Department’ Basic Training Program for Emergency 
Medical Technician--Ambulance was developed and briefly describes the program's 
content. 
7-104 Ie53 .P5Un89i 
U. S. Social Security Administration. 
Income of physicians, osteopaths, and dentists from professional practice 1965-69, 
by Marcus S. Goldstein. Washington, U.S. Govt. Print. Off., 1972. 118 pp. 
(DHEW publication no. (SSA) 73-11852) 


HOURS OF WORK 





7-105 
LaCapra, Louis J. 
Trying out the four day work week. Public personnel management, vol. 2, no. 3, 


May-June 1973, pp. 216-220. 
The Port Authority of New York and New Jersey's experiment with the four day 
workweek did not produce any significant improvements in morale or productivity. 
7- 106 
Plettenberg, Elisabeth. 
The compressed work week and the unionized worker. Civil service review (Canada), 
vol. 46, no. 1, March 1973, pp. 26-33, 44. 
Examines some of the pros and cons of the four-day workweek and reviews the 
special implications of this trend from the union point of view. 
The following article, "Flexible hours of work," (pp. 34-37, 49) discusses the 
flexible workweek and some experiments with this type of schedule. 
Text in English and French. 


7-107 1e488 .Un474p 
U.S. Employment Standards Administration. 
Proposed adoption of a four-day, forty-hour workweek without payment of time and 
one-half overtime compensation for work days exceeding eight hours. Prepared by 
Wage and Hour Division. Washington, U.S. Govt. Print. Off., 1971. 362 pp. 
(WH publication no. 1357) 

The hearings were "primarily concerned with the problem facing Government 
contractors who want to adopt a four-day, 40-hour work week and still avoid the 
payment of overtime after eight hours." 

Official transcript of proceedings, September 7,8, and 9, 1971, Washington, D.C. 


HUMAN RELATIONS 


7-108 

Hall, Jay. 
Communication revisited. California management review, vol. 15, no. 3, Spring 1973, 
pp. 56-67. 





Interpersonal styles are shown to be the source of several organizational problems -- 


communication breakdowns, emotional climates, the quality of relationships, and 
managerial practices. The Johari Window is the model used to describe the features 
and consequences of different interpersonal styles. 
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INCENTIVE AWARDS 











7-109 1e613.2 .N21st 1972 
National Association of Suggestion Systems. 
..-Statistical report, 1972. Chicago, 1973. 52 pp. 


INSURANCE, HEALTH 





7-110 1e569.4 Box 
California. Public Employees' Retirement System. 
Information "supplemental" health benefits plans for employees, annuitants and 


their dependents enrolled in Medicare. Sacramento? 1973. 12 pp. 
7-111 ‘ 1e569.4 Box 
Massachusetts. Group Insurance Commission. 

Health insurance plan.... Boston, 1972. 4v. 


A series of booklets describing the health insurance plan for state employees 
under age 65 and retired teachers and retired employees under and over age 65. 


INSURANCE, LIFE 


7-112 Ie571 .Os5g 
Osler, Robert W., John S. Bickley and 0.D. Dickerson, eds. 
Glossary of insurance terms. Santa Monica, Calif., Lnsurors Press, 1972. 175 pp. 


Includes special glossary of pension and profit sharing terms (definitions 
approved by the Committee on Pension and Profit Sharing Terminology as of June 15, 
1969). 


JOB ANALYSIS 


7- 113 
Desmond, Richard E. and David J. Weiss. 
Supervisor estimation of abilities required in jobs. Journal of vocational behavior, 


vol. 3, no. 2, pp. 181-194. 

Describes "a pilot study investigating the hypothesis that supervisors could 
accurately rate the abilities required in the job they supervise using a 
structured questionnaire." 


JOB DESIGN 
7-114 
Job redesign: some case histories, Manpower, vol. 5, no. 5,-May 1973, pp. 14-20. 


Excerpts from Work in America, the report of a special task force © the Secretary 
of Health, Education, and Welfare. 





JOB ENLARGEMENT 





7-115 
Robinson, J. F. 
Job enrichment -- the supervisor. Supervision, vol. 35, no. 5, May 1973, p. 32. 
Discusses the role of supervisors and foremen in a job enrichment program. 
7-116 


Sirota, David. 
Job enrichment--is it for real? S.A.M. advanced management journal, vol. 38, no. 2, 
April 1973, pp. 22-27. 


Sirota discusses job enrichment arn attempts to explain whether the concept represents 
a real change in management philosophy and practice or whether it is another behavioral 
science fad. He suggests that job enrichment will have a "lasting impact on management 


practice ... if, and only if, it is applied to the problem it was designed to solve." 











JOB ENLARGEMENT (Cont'd) 





7-117 Id65 .1T69j 
Travelers Insurance Companies. 
Job enrichment at the Travelers. Hartford? Conn., 1972. 16 pp. 
The Travelers Insurance Companies have had an active job enrichment program since 
1969. This publication explains why the Travelers became involved with job en- 
richment, how the program was developed and implemented, and what the results have 


been. 


JOB SATISFACTION 





7- 118 
Constas, Perry A. 
Alienation-counseling implications and management therapy. Personnel journal, 
vol. 52, no. 5, May 1973, pp. 349-356. 
Identifies some possible symptoms and causes of worker alienation and presents 
guidelines for counseling the alienated person. Includes several suggestions for 
investigating the work environment and its impact on employees. 


7-119 

Dawis, Rene V. and Merle E. Ace. 
Dimensions of threshold work experience for high school graduates and dropouts: 
a factor analysis. Journal of vocational behavior, vol. 3, no. 2, April 1973, 
pp. 221-231. 

Factor analyses were made from data on 19 threshold work experience variables 
obtained from 183 higt. school graduates and 90 dropouts 1% years after leaving 
school. 
only slightly with job satisfaction variables, "supporting the conceptualization of 
job satisfactoriness and job satisfaction as relatively independent sets of variables, 


7-120 

Herman, Jeanne B. and Charles L. Hulin. 
Managerial satisfactions and organizational roles: an investigation of Porter's need 
deficiency scales. Journal of applied psychology, vol. 57, no. 2, April 1973, 
pp. 118-124. 

This research on the relationship between job satisfaction of supervisors and 
foremen and level in the organizational hierarchy utilized Porter's Need Satisfaction 
Questionnaire and the Job Description Index. The JDI supported the relationship 
but the Porter questionnaire did not. The authors indicate that the point of this 
discussion is not "to discredit the validity of the hierarchical level-job 
satisfaction hypothesis, only to question the support for that hypothesis in the 
need satisfaction studies." 


7-121 

Nathanson, Constance A. and Marshall H. Becker. 
Job satisfaction and job performance: an empirical test of some theoretical 
propositions. Organizational behavior and human performance, vol. 9, no. 2, April 
1973, pp. 267-279. 

The findings of this study of 103 physicians providing routine pediatric care 

in ambulatory clinics generally support three hypotheses derived from E. A. Locke's 
theory that satisfaction and performance will be associated when performance leads to 
the attainment of an individual's job values. 


7-122 
Roberts, Karlene H. and Frederick Savage. 
Twenty questions: utilizing job satisfaction measures. California management review, 
vol. 15, no. 3, Spring 1973, pp. 82-90. 
Answering a series of general-to-specific questions is recommended as an effective 
means of determining whether a job satisfaction survey should be conducted, what 
instruments should be used, and what results can be expected. 


Seven variabies found to represent the factor dimensions adequately, correlate 
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JOB SATISFACTION (Cont'd) 
7- 123 s/I 
Tebbel, John. 








Career blues and blacks. Contact, vol. 3, no. 8, Spring 1973, pp. 27-29. 

Tebbel points out that comments from various sources concerning job dissatisfaction 
among young workers, blue-collar workers, white-collar workers and executives do 
not come from blacks because they have probably had to struggle to attain the job 
they have and are interested in a better job rather than dropping out as many 
dissatisfied workers are doing. 


LABOR FORCE 
7- 124 Id132 .C87w 
Crozier, Michel. 


The world of the office worker. Chicago, University of Chicago Press, 1971. 
224 pp. 

"In Part One ... Mr. Crozier defines the French white-collar worker and puts 
him in societal perspective. He recounts the history of civil service and other 
white-collar unionism, and depicts the relationships between office workers, their 
unions, and their union activists. He then reviews significant European and 
American sociological literature dealing with the office worker .... 

"Parts Two and Three deal more specifically with the employees of six Parisian 
insurance companies ...." 


125 1d224 .Unl7s 1972 No. 148 
U.S. Bureau of Labor Statistics. 
Educational attainment of workers, March 1972. Washington, U.S. Govt. Print. Off., 
1972. 5, 26 pp. (Special labor force report 148) 
Provides data on educational attainment of the labor force by age, sex, race, 
employment status, occupation and industry. 
Reprinted from Monthly Labor Review, November 1972, with supplementary tables. 





7- 126 1d228 .Un84m 1973 
U.S. President. 
Manpower report of the President; a report on manpower requirements, resources, 
utilization, and training transmitted to the Congress March 1973. Prepared by U.S. 
Department of Labor, Washington, U.S. Govt. Print. Off., 1973. 253 pp. 
Reviews the major labor force developments during 1972, highlights the latest 
developments in an evolution toward manpower revenue sharing, examines the man- 
power needs of the future and profiles the Spanish-speaking American manpower force. 


LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) 
7-127 
American Society for Public Administration. 


Managing governments’ labor relations; ten papers from the National Conference on 
Public Administration, the 1972 annual meeting of.... Washington, Manpower Press, 
1972. 63 pp. 


The papers examine labor-management relations in the Federal, state and local 
governments, 





Ial2 .Am3c 1972 


Partial contents: Emerging patterns of labor relations in the nation's largest 
public agency, by William C. Valdes; Field operation of Federal labor-management 
relations, by Felix Nigro; Collective bargaining in governments: impetus to pro- 
active management? by Chester A. Newland; Information-sharing under Executive 
Order 11491: The Order's fourth estate, by Anthony F. Ingrassia. 

Issued by National Civil Service League. 








LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 





7-128 
Beaumont, Enid F. 


PR Iell.4 .B38i 


The impact of collective bargaining on public personnel administration; a study of 
three Connecticut cities. Ann Arbor, Mich., University Microfilms, 1973. 363 pp. 


An analysis of the changes in personnel policies resulting from increased unioniza- 


tion of public employees. Conclusions of this study are based on an examination of 
the experiences of three Connecticut cities: Hartford, Bridgeport and Waterbury. 

Doctoral dissertation, New York University, 1972. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 7, January 1973, p. 3748-A. 





7-129 [e621 .Cl2m 
California. University. Institute of Industrial Relations. 


The Meyers-Milias-Brown and Winton Acts; major legal issues in public employee 
relations; proceedings of conference, San Francisco, Calif., January 21, 1971. 
Berkeley, 1971. 125 pp. 

The sessions of this conference focused on the following topics: the scope of 
bargaining, unresolved problems in public sector labor relations, the implications 
of meeting and conferring in "good faith" and the procedures for resolving impasses, 
Although public employee relations in California are emphasized, examples of 
public employee relations policies in the Federal government and other state 
governments are presented for comparative purposes. 


7-130 
Haber, Herbert L. 


New York City productivity bargaining. LMRS newsletter (National League of Cities, 
United States Conference on Mayors, National Association of Counties, vol. 4, no. 6, 
June 1973, pp. 2-4. 

New York City's Director of Labor Relations explains why productivity should 
be subject to collective bargaining and what he has learned from the City's 
experiences about protecting managerial prerogatives. 

Condensed from a talk delivered at the LMRS-New York City Productivity 
Conference on March 19 in New York City. 


7-131 Ie621 .H3lgo 
Hawaii. University. Industrial Relations Center. 


Government employees and collective bargaining; Hawaii PERB, year one; proceedings 
of conference, Honolulu, Hawaii, December 19, 1970, ed. by John B. Ferguson and 
Joyce M. Najita. Honolulu, 1971. 77 pp. 

",..The papers focus on various provisions of Act 171 Hawaii's Public Employment 
Relations Act/ and the possible problems confronting those who will be involved 
in the administration of the law. They also include commentaries on the experiences 
of the Wisconsin, Michigan, New Jersey, and New York public employment relations 
boards in the administration of their statutes." 


7-132 Ie621 ,H36p 
Helburn, I. B. 


Public employer-employee relations in Texas; contemporary and emerging 
developments. Austin, University of Texas, Institute of Public Affairs, 1971. 
140 pp. (Public affairs series, no. 84) 

Attention is focused on teachers, county and municipal employees in this study 
of recent developments in public sector labor-management relations in Texas. The 
report includes a case study of the 1969 transit strike in San Antonio. 


7-133 
Hilligan, Thomas J. 


Police employee organizations: past developments and present problems. Labor law 
journal, vol. 24, no. 5, May 1973, pp. 288-305. 

Examines the history of police employee groups and the current status of these 
organizations and police unions. Discusses the legal status of these groups, their 
objectives and the methods they use to accomplish their objectives. Also considers 
some of the problem areas in the police labor movement and collective bargaining 
and reviews the relationship between police employee organizations and politics. 
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LABOR- MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 
oe 
7- 134 le621 . H78m 





Horton, Raymond D. 
Municipal labor-relations in New York City; lessons of the Lindsay-Wagner years. 
New York, Praeger, 1973. 168 pp. ’ 
Examines the development of labor-management relations in the New York City civil 
service and analyzes the current system. Presents several recommendations for 
reforms. 


7- 135 
Houseman, K. A. 
Compulsory arbitration in the public sector: constitutionality and enforcement 
issues. Public personnel management, vol. 2, no. 3, May-June 1973, pp. 194-199. 
This paper examines the legal issues involved in making labor contract negotia- 
tions subject to final and binding arbitration as an alternative to the right to 
strike in the public sector. The discussion considers the constitutionality issues 
and then explores the question of whether or not arbitration decisions can be enforced. 


7- 136 
Imundo, Louis V., Jr. 
Strikes and the strike issue in Federal government labor-management relations. 
Personnel journal, vol. 52, no. 5, May 1973, pp. 381-386. 
Reviews the history of strikes against the Federal government and examines 
the basis for the government's prohibition of strikes. Imundo suggests that the 
government has three alternatives in dealing with the strike issue: "(1) to 
continue to assert sovereignty in the face of embarrassment; (2) allow strikes for non- 
essential but not for essential services; (3) decentralize decision making to sanction 
an expansion of negotiable issues to broaden the scope of fact-finding and arbitration." 


7-137 1e621.9 .Lo9cb 
lowa State University. Library. 
Collective bargaining in U.S. higher education: 1960-1971; a selective bibliography, 
comp. by Kenneth E. Marks. Ames, 1972. 64 pp. (Series in bibliography no, 1) 
“Higher education, as used in this bibliography, denotes post high school 
institutions: colleges and universities and community colleges supported either 
publicly or privately." 


7-138 Ie621 .K18i 
Kaye, Seymour P. and Arthur Marsh, eds. 
International manual on collective bargaining for public employees, New York, 


Praeger, 1973. 389 pp. 

Chapters on the United States, Belgium, Great Britain, the Federal Republic of 
Germany, Ltaly and Sweden and on comparative public policies and procedures. The 
chapter on the United States, by Arvid Anderson and Seymour P. Kaye, provides 
information on the growth of public unionism, its history (Federal and state), 
problems, the right to strike and dispute settlement. 


7-139 
Loevi, Francis J., Jr. 
The union role in Féderal EEO programs. Public personnel management, vol. 2, no. 3, 


May-June 1973, pp. 162-166. 

Examines current executive orders and laws relating to the negotiability of equal 
Opportunity clauses in Federal government labor-management agreements. The author 
indicates that the EEO plans themselves are clearly negotiable, but the procedures for 
resolving discrimination complaints are not. He suggests that the Civil Service 
Commission regulations for handling complaints be retained and negotiated exceptions 
be permitted. 








LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 

7- 140 HD6508 .M83i 

Morris, Richard B., ed. 
Labor and management. 
issues) 

A comprehensive compilation of articles drawn from the 

Includes sections on white collar workers and public employees, labor relations 
in one city (New York), and automation. Also contains a brief chronology of 


labor and management history. 


New York, New York Times, 1973. 508 pp. (Great contemporary 


Times' back files. 





7-141 Ie621 .N42ru 1972 


New York (State). Public Employment Relations Board. 
Rules of procedure; a guide to the Taylor Law. Albany, 1971. 41 pp. 
An explanation of the labor-management relations procedures set forth in the 
New York State Public Employees! Fair Employment Act. 


7- 142 
Robinson, Derek. 
Productivity bargaining and municipalities; a view from abroad. LMRS newsletter 


(National League of Cities, United States Conference of Mayors, National Association 
of Counties), vol. 3, no. 8, August 1972, pp. 3-4; no. 9, September 1972, pp. 3-4. 
Describes productivity bargaining in Great Britain and suggests possible 


advantages of this approach to American local government. 


7-143 Te621 .W27r 1971 
Washington (State). Public Employees Collective Bargaining Committee. 
Public employees collective bargaining in Washington; the first biennial report 
submitted to 42nd session of the Washington State Legislature. 2nd rev. ed. 
Olympia, 1971. 121 pp. 
Includes recommended legislation, a glossary of commonly used terms in Labor 
relations, and a compilation of public employee collective bargaining laws in 


Washington. 


7-144 

Witney, Fred. 

Final-offer arbitration: the Indianapolis experience. Monthly labor review, vol. %, 
no. 5, May 1973, pp. 20-25. 

One of the aribtrators involved in the final-offer arbitration of a bargaining 
impasse between the city of Indianapolis and the American Federation of State, 
County and Municipal Employees explains how the settlement was made and evaluates 
this method of settling disputes. He suggests that this particular experience 
does not shed any light on the issue of how final-offer arbitration affects the 
bargaining behavior of the parties involved; however, he does indicate that in 
this case the interest of both parties would have been advanced if the arbitration 
board had been permitted to design a new labor agreement rather than select one 
of the final two offers. 


LABOR TURNOVER 





7- 145 
Dunnette, Marvin D., Richard D. Arvey, and Paul A. Banas. 
Why do they leave? Personnel, vol. 50, no. 3, May-June 1973, pp. 25-39. 

This study of why college graduates often leave their first employer within 
five years found that "turnover among college graduate employees is related 
significantly to the sharp discrepancies seen by many of them between their 
actual job experiences and their hopes and expectations at the time they agreed to 
join the company." Another significant relationship was found between early job 


challenges and later job effectiveness. The research methodology included a motivation 


index technique which the authors recommend using for periodic checks on the 
motivational health of recently employed college graduates. 
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LEADERSHIP 


7- 146 
Fiedler, Fred E. 





Predicting the effects of leadership training and experience from the contingency 
model: a clarification. Journal of applied psychology, vol. 57, no. 2, April 1973, 
pp. 110-117. 

In this article the author attempts to clarify several points he made in a 
previous article on the use of the Contingency Model to predict the effects of 
leadership training and experience. 

In "Predicting the effects of leadership training and experience from the 
Contingency Model: some remaining problems," Steven Kerr and Anne Harlan indicate that 
there are still problems which could hinder the usefulness of Fiedler's recommendations 
even after his clarification statements. 


7-147 1a45 .Kl6a 

Kaufman, Hierbert. 
Administrative feedback; monitoring subordinates' behavior. Washington, Brookings 
Institution, 1973. 83 pp. 

Nine Federal bureaus participated in this study which sought to answer the question, 

"Does it appear in these agencies that the information about subordinates reaching 
headquarters is sufficient for leaders to judge accurately whether their subordinates 
are complying with directives?" Despite some limitations of the current administrative 
feedback systems, most were found to provide leaders with adequate information concerning 
subordinate activities. Therefore, the suggestion was made that efforts to increase a 
leader's knowledge of subordinate behavior be aimed at changing the leader's incentives 
to inform himself about his subordinates rather than increasing the volume of administra- 
tive feedback. 


7-148 

Michaelsen, Larry K. 
Leader orientation, leader behavior, group effectiveness and situational favorability: 
an empirical extension of the contingency model. Organizational behavior and human 
performance, vol. 9, no. 2, April 1973, pp. 226-245. 

Predictions of leader behavior and group performance in certain situations were 
studied in 119 work groups in a metal fabricating plant. The predictions were 
derived from Fiedler's contingency model of leadership effectiveness and the results 
of the study generally support the model. 


7- 149 Tech Rpts. 

Scott, W. Wayne and Lloyd F. Spaulding. 
What do we know about leadership? Bethesda, Md., Leasco Information Products, Inc., 
1972. 26 pp. (ED-064-762) 

Literature on leadership referenced in Education Index (1959-1969) and Research in 
Education (1966-1969) was examined and the authors attempt some general conclusions 
about leadership principles based on these papers. The trait, situational and 
behavioral theories of leadership are discussed. 





7- 150 
Siepert, Albert F. and Rensis Likert. 
The organizational climate for successful innovation. Public management, vol. 55, 


no. 5, May 1973, pp. 2-4. 
Explains some of the leadership practices which can aid the manager in developing 
an organizational climate which promotes innovative behavior. 


7-151 

‘ Tannenbaum, Robert and Warren H. Schmidt. 

How to choose a leadership pattern. Harvard business review, vol. 51, no. 3, 

May-June 1973, pp. 162-164, 166-168, 170. 

This reprint of a 1958 Harvard Business Review article is followed by a 

commentary in which the authors examine their article from a 15-year perspective, and 
point out what concepts are still valid and what changes they would make as a result 
of changes in society. 











LEAVE 


7-152 Ie507 .M3lp 
Management Information Center, Inc. 
Policies and procedures for leaves of absence, employee time off. Miami, 1971. 
96 pp. 

The subscribers to Personnel Policy Briefs responded to this survey of organization 
policies related to various types of employee leave. Discusses policies regarding 28 
types of leave ranging from vacations and holidays to days off for Christmas shopping 
and inclement weather. 





MANAGEMENT 


7- 153 Id22 .ALSp 
Allen, Louis A. 
Professional management; new concepts and proven practices. New York, McGraw-Hill, 


1973. 236 pp. 

To assist the manager in performing more effectively, this book presents a 
unified statement of the concept, principles and techniques of current management 
practice. 

7- 154 

Ludlow, Hope T. 
Management techniques in the management marketplace. Conference Board record, 
vol. 10, no. 5, May 1973, pp. 55-60. 

Summarizes a study by 4 leading management consulting firms on the extent 
to which 147 companies use 13 popular management tools and their degree of 
satisfaction with these tools. Organization development was one of the tools most 
frequently used with the greatest satisfaction. The cafeteria approach to 
executive compensation was one of the least used with the greatest dissatisfaction. 
Other tools covered in the survey were electronic data processing, management 
information systems, management by objectives, direct costing-marginal costing, 
discounted cash flow analysis, the systems approach, job enrichment, indirect 
work measurement, modeling, operations research and social accounting. 


7- 155 
Oglesby, Norman G. 
Controlling your department: it's up to you. Supervisory management, vol. 18, no. 5, 


May 1973, pp. 8-14. 

The process of managerial control is described as a three-step process involving 
"(1) the establishment of standards, (2) the appraisal of performance against these 
standards, and (3) the correction of deviations." 


7-156 Id22 .Sca6p 
Scanlan, Burt K. 
Principles of management and organizational behavior. New York, J. Wiley, 1973. 
512 pp. 


This textbook for use in basic management courses covers the development of 
management thought; the function of the organization; the behavioral aspects of 
management; and the specific managerial functions of planning, decision-making, direct- 
ing and controlling. 

7-157 1d22 .V43m 
Varney, Glenn H. 
Management by objectives. Chicago, Dartnell Corporation, 1971. 167 pp. 

Explains the MBO concept and presents guidelines for designing and implementing an 
MBO program. Includes section on planning and reviewing performance. 


MANPOWER PLANNING 





7- 158 

Bryant, -Don R., Michael J. Maggard and Robert P. Taylor. 
Manpower planning models and techniques. Business horizons, vol. 16, no. 2, April 
1973, pp. 69-78. 

Describes four categories of manpower planning techniques: opinion or informed 
judgment techniques, including the Delphi method; matrix models; quantitative 
techniques; and computer simulation, Each method described is evaluated on the 
basis of ten criteria. 
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MANPOWER PLANNING (Cont'd) 
7-159 PR 1d228.9 .N55a 
Neihaus, Richard J. 

The application of computer-assisted multi-level manpower planning models in the 
Federal government, Ann Arbor, Mich., University Microfilms, 1973. 173 pp. 
This investigation of multi-level manpower planning models focuses on the 
design of software systems and the management outputs of the system developed by 

the Navy's Office of Civilian Manpower Management. 
Doctoral dissertation, George Washington University, 1972. Abstracted in 
Dissertation Abstracts International, vol. 33, no. 8, February 1973, p. 3871-A. 





MEDICAL CARE 

7- 160 

Parker, Philip H. 
Washington state's employee alcoholism program. Public personnel management, 
vol. 2, no. 3, May-June 1973, pp. 212-215. 

Explains the rights and responsibilities of the employer, the employee and the 
employee representatives as stated in Washington's official policy on alcoholism. 
The State's new program, which was implemented early in 1972, focuses on helping 
supervisors identify problem drinkers and on assisting employees with alcohol 
problems in obtaining appropriate treatment. 


MIDDLE MANAGEMENT 


7- 161 
Brown, Robert B. 
Managers interest in work. Public personnel management, vol. 2, no. 3, May-June 1973, 
pp. 182-185. 
This study investigated the general assumption that, as a group, middle managers 
are likely to be committed to their work and the workplace. The overall findings, based 
on a sample of 378 middle managers in the banking, wanufacturing, and retailing industries, 
indicate that the managers are non-work-oriented. However, when analyzed by industry, 
the majority of retailing managers were found to be work-oriented while the others were 
not. 





’ MOTIVATION 
7- 162 1e543.9 -Al2e 
Alderfer, Clayton P. 
Existence, relatedness, and growth; human needs in organizational settings. New 
York, Free Press, 1972. 198 pp. 

Two basic questions considered are: how do a person's satisfactions relate to his 
desires? and how do a person's desires relate to his tendency to obtain satisfaction? 
Alderfer explains his E.R.G. Theory (existence, relatedness, and growth) and describes 
his empirical studies. 


7- 163 
Foss, Laurence. 
Managerial strategy for the future: Theory Z management. California management 
review, vol. 15, no. 3, Spring 1973, pp. 68-81. 
Theory Z management is described as an approach that incorporates the 
recognition of motivational change among today's employees, particularly among 
younger workers. It is. compared with the concepts of other major behavioral 
theorists such as McGregor, Herzberg, Argyris, Likert, Maslow and Blake and 
Mouton. 
7-164 1e543 .H78t 
Horabin, Ivan, 
Toward greater employee productivity. Summit Point, W. Va., The author, 1971. 122 pp. 
The author presents a single system for developing the skill, knowledge, judgment 
and motivation of employees The system incorporates management by objectives, job en- 
largement, job enrichment, reinforcement and contingency management, the use of punishment 
and problem solving. Two models are used to explain all aspects of this system: the 
communication model and reinforcement theory. 














MOTIVATION (Cont'd) 


7-165 
Thackray, John. 
American industry's strange behaviour. Management today (Gt. Brit.), May 1973, 
pp. 84-89, 
Explains why many of the theories of worker behavior and motivation developed 
by social scientists have not been widely implemented by American managers. 


OCCUPATIONS AND OCCUPATIONAL CHOICE 
7- 166 1e436 .B84s 
Bryant, Clifton D., ed. 

The social dimensions of work. Englewood, N.J., Prentice-Hall, 1972. 582 pp. 

A collection of readings concerned with the “question of the social implication 
of work and the manner in which man is shaped by his particular variety of work 
..+-' Sample contents: Demotion, by Dovglas S. More; "Banana time": job satisfaction 
and informal interaction, by Donald F. Roy; Role performance and role distance 
in a low-status occupation: the puller, by T. E. Levitin; Occupational role stresses; 
a structural approach, by Harold L. Nix and Frederick L. Bates. 





OLDER WORKER 
7- 167 1e156.9 .Oh3s 1972 vol. 3 
Ohio State University. Center for Human Resource Research. 
The pre-retirement years; a longitudinal study of the labor market experience of 
men, by Herbert S. Parnes and others. Columbus, 1972. 154 pp. 
"This is the third progress report on a five-year longitudinal study of the 
labor market experience of a national sample of middle-aged men. The subjects 
were interviewed for the first time in the summer of 1966, when they were between 
45 and 59 years of age. ... The present report utilizes data collected by means of 
a mail questionnaire in mid-1968 and by personal reinterviews with the sample in 


mid-1969 to describe the magnitude and patterns of change in the status of the respond- 


ents that have occurred over the first three years of the study and to identify some 
of the causes and consequences of these changes." 

Data from this report is summarized in "A moving picture of the middle years," 
by Timothy Larkin, Manpower, vol. 5, no. 5, May 1973, pp. 9-13. 


7- 168 Ie156. Sh2e 
Shatto, Gloria M., comp. 


Employment of the middle-aged; papers from industrial gerontology seminars. Spring- 
field, I1l., C.C. Thomas, 1972. 215 pp. 

"The papers in this book analyze various aspects of employment problems and 
opportunities facing middle-aged and older persons. In searching for avenues 
to improve the income and future retirement prospects of the middle-aged, the 
writers explore many facets of attitudinal and financial support to identify specific 
supportive roles of employers, unions, employment counselors, and others. Many 
contributors elaborate policy objectives and suggest legislative changes in such 
areas as medical needs and health insurance, portable pensions, and improvements in 
workmen's compensation." 

The papers are from seminars sponsored by the National Institute of Industrial 
Gerontology, a program of the National Council on the Aging. 


7-169 lel156 .Un474a 1972 
U.S. Employment Standards Administration. 
Age discrimination in Employment Act of 1967; a report covering activities under the 
Act during 1972. Submitted to Congress in 1973 in accordance with Section 13 of 
the Act. Washington, U.S. Govt. Print. Off., 1973. 39, 13 pp. (WH Pub. 1296A) 
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ORGANI ZATIONS 
7- l 7I ) 
Allen, Robert F, and Saul Pilnick. 
Confronting the shadow organization: how to detect and defeat negative norms. 
Organizational dynamics, vol. 1, no. 4, Spring 1973, pp. 2-18. 

If an organization is to succeed, the goals of the informal organization must 
be made to support those of the formal organization. This article describes the 
types of informal organization norms which can affect success or failure. Under- 
standing norms, however, is only the first step. The authors also explain how 
to identify those norms which are operating within a specific organizational 
unit and how to bring about normative changes. 

7-171 

Argyris, Chris. 
Some limits of rational man organizational theory. Public administration review, 
vol. 33, no. 3, May-June 1973, pp. 253-267. 

Argyris analyzes organizational theories based on rational-man concepts and 
"suggests that they exclude variables that are important to their domain, are 
unable to make predictions about events central to their concern, and are 


supportive of the status quo." He recommends a more complex and humanistic 
model of man and more normative research for improving the relevancy of organizational 
theory. 
7-172 
Castles, William A., Il. 
Climbing the corporate ladder; a view of corporate structures. The Secretary, 


vol. 33, no. 5, May 1973, pp. 8, 10, 12. 

Describes four types of organization structures: the line organization, the 
functional organization, the line-and-staff organization and the committee organiza- 
tion. 

7-173 
Eden, Dov. 
d- Self-employed workers: a comparison group for organizational psychology. Organizational 
behavior and human performance, vol. 9, no. 2, April 1973, pp. 186-214, 
Suggests that "by neglecting self-employed workers, organizational psychology 
has deprived itself of a potentially useful comparison group for the purposes 
of ascertaining the effects of work organizations on their members and of investigating 
the effects of particular organizational variables." Explains why the self-employed 
have not been studied in relation to organization members and why they should be. 
A review of research on the self-employed revealed no studies of job satisfaction. 
Based on the author's doctoral dissertation at the University of Michigan while 
his name was B. D. Fine. 


7-174 Id22 .H18b 1972 
Hampton, David R., ed. 
Behavioral concepts in management. 2d ed. Encino, Calif., Dickenson,1972. 
192 pp. 
This selection of readings by leading behavioral theorists includes articles on 
human behavior in organizations, motivation and organization development. 


7- 175 
Hellriegel, Don and John W. Slocum, Jr. 
Organizational design: a contingency approach. Business horizons, vol. 16, no. 2, 


April 1973, pp. 59-68. 
"In this article, the authors develop a model for organizational design 


2 based on the variables of internal needs and external conditions and illustrate their 
model with nationally known firms as examples." 
7-176 


Heming, D. A. 
What the organization chart doesn't show. Supervisory management, vol. 18, no. 5, 
May 1973, pp. 15-20. 

Charts are often no indication of status, degree of authority and responsibility, 
line and staff relationships, channels of communication and the informal organization. 

They do show the organization of activities and who supervises whom. 








ORGANIZATIONS (Cont'd) 





7-177 1d72.9 .J96e 
Juralewicz, Richard S., ed. 
Elements of organizational behavior, theory, models, and application. n.p. 
University of Puerto Rico Press, 1972. 221 pp. 
Book designed to be used as a source and as a text. Chapter 7 deals with organiza- 
tional behavior climate and change. 
1d72.9 .L7la 1973 


7-178 
Litterer, Joseph A. : a xt 
The analysis of organizations. 2d ed. New York, J. Wiley, 1973. 757 pp. 


The various major sections of this book present an overall view of organizations; 
an examination of the characteristics of organizational components such as perceptions 
and motivation of people, basic collections of people like groups or cultures, and 
characteristics of technology; a discussion of organizational structure and work 
division; an analysis of how an organization changes by making adjustments within 
an established framework; and an examination of how organizations make major changes 
and how organizational members react. 


7-179 

Pugh, D. S. 
The measurement of organization structures: does context determine form? Organizational 
dynamics, vol. 1, no. 4, Spring 1973, pp. 19-34. 

The author explains a procedure for formally analyzing the structure of an 
organization so that the effects of contextual organizational factors such as origin 
and history, ownership and control, size, charter, technology, location and inter- 
dependence can be studied. 

7-180 Id72 .R790 

towe, Lloyd A. and William B. Boise, eds. 
Organizational and managerial innovation; a reader. Pacific Palisades, Calif., Goodyear, 
1973. 349 pp. 

The papers contained in this volume are arranged under the following broad headings: 
"the environmental factors and processes which influence organizational innovation; the 
organizational climate needed to induce innovative behavior; the systems required to 
produce and to implement new ideas; and the flexible, ad hoc structures which seem 
likely to evolve as the innovative organizations of the future." 

A selection prepared especially for this volume is "A typology of leadership in 
public organizations," by Sandra P. Schoenberg. 


7- 181 
Shetty, %.: Ki, 
Is there a best way to organize a business enterprise? S.A.M. advanced management 


journal, vol. 38, no. 2, April 1973, pp. 47-52. 

Briefly reviews the classical and behavioral theories of organization design and 
explains how factors related to the managers, the subordinates, the environment 
and the task can influence the effectiveness of a particular design. 

7-182 

'saklanganos, Angelos A, 
The organization chart: a managerial myth. S.A.M. advanced management journal, 
vol. 38, no. 2, April 1973, pp.53-57. 

The author indicates that reliance on the organization chart to define authority 
and communication relationships can result in organizational conflict and administrative 
ineffectiveness. 

7-183 é Id72.9 .UL4t 
Ullrich, Robert A, 
A theoretical model of human behavior in organizations; an eclectic approach. 
Morristown, N.J., General Learning Press, 1972. 249 pp. 

Writings and research in the field of human motivation are examined to provide 
a background for understanding the model of human behavior in organizations which 
is developed. The model is compared with other current theories of organizational 
behavior and the implications of this model for the management of organizations 
are pointed out. Preliminary research data on the model are presented in the 
appendix. 
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7-184 
Kotter, John P. 

The psychological contract; managing the joining-up process. California management 

review, vol. 15, no. 3, Spring 1973, pp. 91-99. 
a Research undertaken at MIT's Sloan School of Management shows the importance of 
experiences during the "joining-up" process (process of assimilating new employees 
3 into an organization) in determining an employee's job satisfaction, productivity, 
creativity and tenure. Suggestions are made for better management of the joining- 
up process. 

Based on the author's Master's thesis at MIT. 


OVERSEAS PERSONNEL 
7-185 
Andronicos, Bill. ‘ 
Foreign Service careers. Federal times, vol. 9, no. 11, May 23, 1973, p. 30; no. 1 > 
May 30, 1973, p- 22; no. 13, June 6, 1973, p. 20; no. 14, June 13, 1973, p. 15; no. 15, 
June 20, 1973, p. 14; no. 16, June 27, 1973, p. 20. 
This six-part series on careers in the Foreign Service covers application 
onal procedures, the examination, assignments, the role of the reserve officers and staff 
members, opportunities for women and drawbacks and rewards of a Foreign Service career. 





5 


7-186 
Europe: ‘the poor underpaid American executives', Business week, no. 2281, May 26, 1973, 
/ 
p. 42. 


Executive salaries in the U.S. have not kept pace with salary increases in 
Europe and in some cases the European executive is receiving a higher salary than 
his U.S. counterpart. This is causing problems particularly for multinational 


am firms whose expatriate executives are being lured away by the higher salaries of 
European firms. 
oe 7-187 


Improvements sought in Foreign Service Retirement System. Department of State newsletter, 
no. 145, May 1973, pp. 16-17. 
Provides a detailed summary of amendments to improve the Foreign Service Retirement 
System which were recommended to Congress by the State Department on April 19. Many 
of these would equate certain provisions with corresponding civil service provisions. 


7- 188 
Living costs soar for executives abroad. Business week, no. 2280, May 19, 1973, pp. 80-81, 
83. 


World-wide inflation and devaluation d the dollar have made living abroad more 
costly for overseas executives. Business Week's annual survey shows the cost of 
executive life in major cities of the world. Another chart developed by 
Organization Resources Counselors, Inc. shows what the total compensation costs of 
maintaining an executive and his family should be in various foreign cities. 

7-189 

Swedenburg, Wayne A. 
Department adjusts classification levels of officer positions. Department of State 
newsletter, no. 145, May 1973, pp. 14-15. 

Reports on initial implementation of recommendations resulting from a worldwide 
study of all Foreign Service officer positions. The study should produce a more 
rational position structure base as well as a better matching of people and jobs. 

7-190 

Teague, Burton W. 
Dollar devaluation and the expatriate executive. Conference Board record, vol. 10, 
no. 5, May 1973, pp. 18-20. 

Describes several approaches which companies are taking toward solving the 
problems of expatriate executive compensation caused by the devaluation of the 

dollar. 
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PAY 
7-191 Ie53 .C5C68m 1973 (March) 
College Placement Council, Inc. 
Men's salary survey; a study of 1972-73 beginning offers by business and industry 
Bethlehem, Pa., 1973. 6 pp. (Report no. 2, March 1973) 

Shows high, low and average monthly beginning salaries offered to male graduates 

in various fields at the Bachelor's and Master's levels. 

7- 192 

Davis, Earl F. and Marvin Tummins. . 
I just got e raise; Great! Or is it? Administrative management, vol. 34, no. 5, 
May 1973, pp. 57-59. 

“The authors use data from the 26th Annual AMS Office Salary Survey to show if 
salary increases raised or only maintained the purchasing power of the employee. They 
suggest that managers must decide if the purpose of salary increases is to reward the 
employee or to maintain the status quo. If the purpose is to reward, then taxes 
and the cost of living must be analyzed to provide a salary increase which actually 
increases purchasing power. 

7- 193 

Frarey, Carlyle J. and Carol L. Learmont, 
Placement and salaries, 1972: we hold ow own. Library journal, vol. 98, no. 12, June 15. 
1973, pp. 1880-1886, 

This twentieth annual survey covers librarians who completed formal study and 

entered the employment market in 1972. Separate tabulations are provided for men 
and women. 

7- 194 

McManis, Donald L. and William G. Dick, 
Monetary incentives in today's industrial setting. Personnel journal, vol. 52, 
no. 5, May 1973, pp. 387-392. 

Three tests were used to investigate the effects of monetary incentives on 
productivity. All of the tests supported the effectiveness of monetary incentives, 

y oo the author warns that they are not suitable for all types of work situations. 
7-195 
Schuster, Jay R. and Thomas J. Atchison. 
Examining feelings of pay equity. Business perspectives, vol. 9, no. 3, Spring 
1973, pp. 16-19. 

"A study of feelings of pay equity involving 575 nonsupervisory computer science 
professionals revealed that those who were higher performers, less educated, 
higher paid, and older generally felt the highest degree of pay equity." 

7- 196 
Schwab, Donald P. and Lee D. Dyer. 
The motivational impact of a compensation system on employee performance. 
Organizational behavior and human performance, vol. 9, no. 2, April 1973, pp. 215-225. 
The motivational implications of an incentive pay system were examined within an 
expectancy theory framework in this study of 124 blue collar workers. The hypotheses 
of expectancy theory were only partially supported. 


7- 197 JK1308 .Un38r 1972 (July-Dec.) 
U.S. Congress. House. Committee on House Administration. 
Report of the clerk of the House from July 1, 1972, to December 31, 1972. Washington, 
U.S. Govt. Print. Off., 1973. 392 pp. (H. doc. no. 51, 93d Cong.) 
Includes section on salaries of officers and employees of the House of Representatives 
7- 198 Ie55 .Un38sa 1973 
U.S. Congress. House. Committee on Post Office and Civil Service. 
--eSalary schedules of Federal officers and employees together with a history of 
salary and retirement annuity adjustments, 1945-73. Washington, U.S. Govt. Prir. 
Off., 1973. 15 pp. (H. com. print. 93d Cong.) 
Contents: Pt. 1, Current salary rates; pt. 2, History of salary adjustments 
(table furnishes effective date, average percentage increase, amount of increase, 
public law and date approved for classified and postal employees; data on compensation 
of members and speaker; salary increase bills vetoed 1945-71); pt. 3, Retirement 
annuity adjustments (effective date, average percentage increase, amount of increase, 
public law and date approved). 
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7-199 
U.S. President, 1969- (Richard M. Nixon) 
Federal pay administration. Executive Order 11721, May 23, 1973. Weekly compilation of 
Presidential documents,vol. 9, no. 21, May 28, 1973, pp. 699-701; 38 F.R. 13717. 
Specifies the responsibilities of heads of agencies and the Civil Service Commission 
for Federal pay administration. 


PERFORMANCE EVALUATION 





7- 200 
Klos, Louis A. 
Take the pain out of performance appraisal. Supervisory management, vol. 18, no. 5, 
May 1973, pp. 22-25. 
Suggests ways to improve your performance appraisal interview technique so you 
can help employees improve their performance. 


PERSONAL DEVELOPMENT 





Leen Tech. Rpts. 
Rochester. University, Management Research Center. 


Concepts and processes in career development; the professional development research 
program, by John A. Miller. Springfield, Va., National Technical Information 
Service, 1972. 56 pp. (AD- 749-107) 

"The report develops a conceptual framework for understanding the career 

development process as a continuous process of matching individual characteristics 
such as needs, goals, skills, and interests with organizational role requirements, 
The second part presents summaries of research projects undertaken in the Professional 
Development Research Program, As by-products, data have been collected which suggest 
potentially useful organizational efforts, including the evolution of a self-develop- 
ment/career planning technique." 


PERSONNEL ADMINISTRATION 





7+ 202 1d182.9 .As7b 1971 
Association for University Business and Economic Research. 
Bibliography of 1971 publications of university bureaus of business and economic research, 
by Charles R. Goeldner and Karen P. Dicke. Boulder, University of Colorado, Graduate 
School of Business Administration, Business Research Division, 1972. 203 pp. 
(Vol. 16, 1972) 
Publications are listed by institution of origin and author and. subject indexes 
are provided. 
Selected subject areas included are: organization and decision theory; business 
and public administration; business games and simulation; business education; 
manpower training and development; occupation; labor force; personnel management; 
labor mobility and migration; labor market studies, employment and wages; labor 
productivity; trade unions; collective bargaining; labor-management relations and 
human capital. 


7- 203 
Byrd, Richard E. 
A team approach to regaining corporate youth, Management review, vol. 62, no. 5, 
May 1973, pp. 9-18, 
How can a large company create the same spirit, drive, creativity, and devotion 
to coporate goals often found in the small firm? The author says that doing this 
requires "developing an entrepreneurial system based on the group--not the individual-- 
as the primary organization building block." He points out potential problems and 
tisks of changing to group-based management, particularly the effects on hiring, 
Supervision, compensation and training practices. 





PERSONNEL ADMINISTRATION (Cont'd) 





7- 204 


Cheek, Logan M. 
Harvard business review, 


Cost effectiveness comes to the personnel function. 


vol. 51, no. 3, May-June 1973, pp. 96-105. ‘ 
Cheek describes a systems approach to the evaluation and ranking of personnel 


programs. The approach has allowed Xerox Corporation to weed out marginally effective 
programs and concentrate its resources on those that are necessary or desirable. 


7- 205 1d213.9 .C73i 197] 
Committee of University Industrial Relations Librarians. 
Industrial relations theses and dissertations, 1971, accepted at 25 universities, ed, 
by Frederick Longley. Ottawa, Canada Department of Labour, Library, 1973. 63 pp. 

An author and subject listing of theses and dissertations on various aspects of 
personnel management and labor relations. Participating institutions include U.S, 
and Canadian universities. 

7- 206 

Forrest, Carl R. 
New horizons for personnel administration; impact of the computer. Boston, Financial 
Pub., 1972. 100 pp. 

Explores the applications of computers to various areas of personnel administration 
such as skills inventories, benefits accounting, attendance recording, compensation 
audits and surveys, recruitment and selection, manpower planning and management 
development. A major portion of the study is devoted to a discussion of the develop- 
ment of a personnel data system. 

Thesis, Stonier Graduate School of Banking of the American Bankers Association. 


Iel6 .F77n 


7- 207 
Likert, Rensis. 
Human resource accounting: building and assessing productive organizations. 
Personnel, vol. 50, no. 3, May-June 1973, pp. 8-24. 
Explains the methodology for making dollar estimates of the value of human 
organizations. Includes examples showing the application of the human resource 


accounting methods. 


7- 208 Iell.8 .M28p 1973 
Maier, Norman R. 

Psychology in industrial organizations. 4th ed. Boston, Houghton Mifflin, 1973. 668 » 
This textbook of organizational psychology principles and methods "emphasizes 
preparing students for advanced work in these specialized fields and for management 

positions in organizations. ...It can also be a sourcebook of principles and 
methods for personnel managers, training directors, and students in related fields." 

A laboratory exercise accompanies each chapter. 

7- 209 

Milton, Charles R. and James M. Black. 
Theory X, Theory Y, or something in between? 
pp. 45-59. 

Descriptive models of four personnel philosophies were developed and used as the 
basis for this survey which investigated philosophies of personnel administration and 
the extent to which these philosophies have been expressed in action. The models 
incorporated the factors of personnel management, executive leadership, concepts 
of labor and motivational incentives. The humanistic view of personnel was 
predominant among the participants in this survey. 

7- 210 

Morea, Peter C, 
Guidance, selection, and training; ideas and applications. 
Kegan Paul, 1972. 

Examines the theories of work, personality, human abilities, human motivation 
and learning which provide the bases for the techniques and methods of vocational 
guidance, personnel selection and training described here. 


Personnel, vol. 50, no. 3, May-June 197! 


Iell .M8lg 


Boston, Routledge & 
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PERSONNEL ADMINISTRATION (Cont'd) 
7- 211 Iell .N46p 
Newman, Charles L. 
Personnel practices in adult parole systems. Springfiled,1I11.,C.C. Thomas,1971. 124 pp. 
This study investigated the organization of personnel administration and policies 
related to selection, orientation, training, continuing education, pay, promotion, 





performance evaluation, and fringe benefits. Forty state parole agencies responded 
to the survey. 

97. 212 

7- 2 

Roff, H. E. ‘ 
Developments of a decade. Personnel management (Gt. Brit.), vol. 5, no. 6, June 1973, 
pp. 23-25. 


Roff surveys the major developments in personnel management during the last ten 
years and points out how the Institute of Personnel Management has changed during 
this period. 


7- 213 PR 1el6.9 .T59e 
Tomeski, Edward A. 
Effects from computerization in public personnel administration. Ann Arbor, Mich., 
University Microfilms, 1973. 344 pp. 


Data collected from 90 governmental and private sector organizations were used 
to determine the degree of effectiveness of the organization in using computers for 
personnel applications. 

"It was found that the federal departments had the highest degree of effectiveness, 
and that the computer is being used increasingly by administrators and that it is 
of discernable aid to them. Private sector organizations and states, while lagging 
behind the federal departments in effectiveness, also give evidence of some uneven 
use of the computer for managerial-level purposes. On the other hand, cities and 
counties appear to largely use the computer for routinized data processing with ver‘ 
limited use for managerial purposes." 

Doctoral dissertation, New York University, 1972. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 6, December 1972, p. 3008-A. 





7- 214 Iell1.9 .Un35s 1972 
U.S. Civil Service Commission. 
State, county and municipal personnel publications. Prepared by The Library. 
Washington, U.S. Govt. Print. Off., 1973. 79 pp. (Personnel bibliography series 
no. 48) 


This bibliography includes publications issued by state and local gmvernments 
and sources which describe state and local government personnel programs and policies. 
The materials listed cover merit system administration, intergovernmental personnel 
relations, manpower planning, various aspects of personnel administration (pay, 
position classification, recruitment, testing, selection, grievances, removal, etc.), 
executive manpower management, equal employment opportunity programs, training, 
employee benefits and personnel policies relating to police. 

Available from U.S. Government Printing Office, $1.00. 


PERSONNEL DEPARTMENTS 

7-215 

Coleman, Charles J. 
Personnel: the changing function. Public personnel management, vol. 2, no. 3, 
May-June 1973, pp. 186-193. 

Data collected from interviews with 32 personnel administrators indicate that the 
personnel occupation has expanded its activities during the last 20 years in the 
areas of employment, salary administration and personnel development while 
activities related to labor relations, safety, benefits and services have 
remained essentially the same. The survey also revealed a shift in focus from 

the production worker to the salaried employee, and this shift is viewed as 
the basis for the increased organizational influence of the personnel occupation. 

















PERSONNEL DEPARTMENTS (Cont'd) 





7- 216 Icl66 .G79A4st 
Great Britain. Civil Service Department. 
Staff welfare in the civil service; a short guide for welfare officers. London, 
H.M. Stat. Off., 1972. 22 pp. 

Describes the duties and organizational relationships of the staff welfare officer 
who is appointed to help employees at all levels with personal, family or group 
welfare problems. Indicates the qualifications and training needed for the position 
and explains how the officers are selected. 

7- 217 

Jenkins, Clive. 
Is personnel still underpowered? Personnel management (Gt. Brit.), vol. 5, no. 6, 
June 1973, pp. 34-35. 

Jenkins suggests that if personnel managers are to be effective, they "need to 
acquire the status, authority and independence of their counterparts in line 
management." 


PERSONNEL PRACTICES 





7-218 Ie500 .B89a 
Bureau of National Affairs, Inc. ‘ cs 
Allowances for employee expenses; a report on employer policies & practices. 
Washington, 1972. 51 pp. (Personnel policies forum, survey no. 98) - 
Surveys employer policies related to reimbursement of employees for travel 
moving expenses for transferred and newly hired employees and othe: 


enses 
job ' and safety equipment. 


job-related expenses such as meals, uniforms, tools, 


7. 219 1le500 .M92t 
Municipal Finance Officers Association. 
Travel regulations; reimbursement for the use of private vehicles on public 

business. Chicago, 1972. 4 pp. 
Survey findings based on a request for information in an issue of the MFOA 


Newsletter. 


7- 220 Ie122.9 .Un35p 197 
U.S. Civil Service Commission. 

Personnel policies and practices. Prepared by The Library. Washington, U.S. Govt. 
Print. Off., 1973. 113 pp. (Personnel bibliography series no. 46) 

A bibliography of materials on policies and practices in Federal, state and local 
governments and in the private sector. Covers recruitment, examining programs, 
selection and placement, performance evaluation, promotion, removal and reinstatement, 
absenteeism and tardiness, discipline and moving expenses and travel allowances. 

Available from U.S. Government Printing Office, $1.25. 


PERSONNEL UTILIZATION 





Nh 


7-221 

Finn, R. H. 

Human resource utilization: a need for perspectives. S.A.M. advanced management 
journal, vol. 38, no. 2, April 1973, pp. 58-62. 

Discusses five aspects of society which have a significant bearing on our 
ability to achieve full utilization of our human resources: the impact of rapid 
social and technological change, national manpower policy, our system of public educ« 
tion, the pervasiveness of institutionalized constraints and values. 
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7-222 
Cort, 


PLACEMENT 
PLACEMENT 


Stewart S. 


Education -- for what? Journal of college placement, vol. 33, no. 4, April-May 1973, 


PP. 


37-40. 


Stresses the need for career guidance and counseling. Discusses what schools, colleges 


and employers can do to steer the individual into a satisfying position in the world 


of 


work. 
Adapted from an address before the annual conference of the Middle Atlantic Placement 


Association. 


7- 223 


Stevens, Nancy D. 
Job-seeking behavior: a segment of vocational development. Journal of vocational 
behavior, vol. 3, no. 2, April 1973, pp. 209-219. 


"This paper reports two companion studies which establish that there is a 


significant relationship between an individual's personality characteristics and 
his pattern of job-seeking behavior. ... Job-seeking behavior as a process of 
vocational development is discussed." 


POLITICAL ACTIVITY 





7-224 


S/I 


Baird, James and Richard A. Devine. 
Recipient governments cautioned about employee political activity. Revenue sharing 
bulletin (Revenue Sharing Advisory Service), vol. 1, no. 6, April 1973, pp. 4-5. 


Points out the difference in opinion as to whether the Hatch Act, which limits 


the political activity of public employees involved in programs supported by Federal 
funds, applies to employees of general revenue sharing recipients. Until the issue 


is 


resolved, the authors advise state and local governments to proceed on the 


assumption that the Hatch Act does apply. 


7-225 

Crisp, L. F. 
Politics and the commonwealth public service. Public administration (Australia), 
vol. 31, no. 4, December 1972, pp. 287-309. 


Reviews the laws relating to political rights of Australian public servants and 


then categorizes and discusses the various types of inside and outside politics 
which exist within the national bureaucracy. 


7-226 
Rapp, 


Michael T. and Roger L. Wible. 


Freedom of political activity for civil servants: an alternative to section 9(a) 
of the Hatch Act. George Washington law review, vol. 41, no. 3, March 1973, 
pp. 626-645. 


Rapp and Wible discuss each of the three governmental interests which are commonly 


cited as justification for the retention of section 9(a) of the Hatch Act which 
prohibits Federal employees from active participation in political management or 
campaigns. These interests include "the promotion of efficiency by assuring that 
employment decisions are based on merit, the protection of employees from 

coercion, and the prevention of political bias in governmental administration." 
The authors suggest that alternative legislative proposals would be more effective 


in promoting these interests than section 9(a) of the Hatch Act. 








1e29.9 .Un455pr 


OSITION CLASSIFICATION 
27 


P 
7-2 
U.S. Department of the Air Force. 
Predicting civilian position grades from occupational and background data, by James 
B. Carpenter and Raymond E. Christal. Lackland Air Force Base, Texas, Air Force 
Systems Command, Air Force Human Resources Laboratory, Personnel Research Division, 
1972. 14 pp. (AFHRL- TR- 72-24) 
"A job analysis inventory was administered to civilian Air Force employees in 
the Accounting and Finance career field. Task performance data, provided by 5,485 
job incumbents in seven General Schedule GS) series, were analyzed using multiple 
regression techniques. The data were found to be highly predictive of the the 
GS grade authorized for the position. Reported correlations are of a sufficient 
magnitude to suggest that knowledge of specific tasks performed can be used as a 
stable predictor of appropriate grade. ... In general, both the stability and the 
objectivity of existing civil service grade classifications are strongly supported," 


PRODUCTIVITY 


7- 228 
Crane, Roger R. 
Organizing for productivity improvements. S.A.M. advanced management journal, 


vol. 38, no. 2, April 1973, pp.28-3l. 
The author contends "that the traditional organization structure, the system 
of measurement of performance and individual rewards, and the normal techniques of 
management, rather than encouraging improved productivity, discourage it." He out- 
lines an organizational approach for the implementation of measures to improve 
productivity. 
7-229 1d214 .G82p 
Greenberg, Leon. 
A practical guide to productivity measurement. Washington, Bureau of National 
Affairs, 1973. 71 pp. 
Explains how to develop organizational productivity measures in different 
types of production situations and in service industries. 
7- 230 Ie621 .P96p No, 3 
International Personnel Management Association. 
Improving employee productivity; a case study, by Ken Hooper and others. Chicago, 
1973. 39 pp. (Public employee relations library no. 39) 
A report on the study to find ways of improving employee productivity in the 
trash collection activity of Rochester, New York. 


PROFESSIONAL EMPLOYEES 





7-231 

Ehrle, Raymond A. 
The credibility and survival of the professional. S.A.M. advanced management 
journal, vol. 38, no. 2, April 1973, pp. 37-41. 

It is explained that the sense of excellence of a professional employee functionin 
in a service-oriented bureaucracy takes the form of credibility for which only he 
is responsible. "In this article the author maintains that the employment of many 
professionals is now characterized as an employment situation between the terror of 
maintaining continuous credibility and the boredom of bureaucratic stagnation." 


PUBLIC ADMINISTRATION 

7- 232 

Gregory, Roy and Alan Alexander. 
‘Our parliamentary ombudsman’ part II: development and the problem of identity. 
Public administration (Gt. Brit.), vol. 51, Spring 1973, pp. 41-59. 
-’ ",,.This article is concerned firstly to examine the way in which the Office 
has developed and the identity it has assumed, and secondly to explore the 
connection between the air of conceptual ambiguity that surrounded its origins and 
some of the consequential criticisms that have been levelled at the Parliamentary 
Commissioner scheme over the last five years." 

The first part of this article was annotated in Personnel Literature, vol. 32, 

no. 4, April 1973, item 4-230. 
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7- 233 
Scherba, John. 
Outplacement as a personnel responsibility. Personnel, vol. 50, no. 3, May-June 1973, 
pp. 40-44, 
Describes the program developed by the personnel department of PPG Industries’ 
Industrial Chemical Division for assisting employees in securing new jobs when 
operations at one plant location were curtailed. 


RELOCATION 
7- 234 Ie500 .Un47c 1973 
U.S. Department of Defense. 
Civilian travel and transportation; permanent change of station travel.... Rev. ed. 
Washington, U.S. Govt. Print. Off., 1973. 42 pp. (Civilian personnel pamphlet 
no. 63...) 
"This pamphlettells what travelers need to know when a move is authorized at 
Government expense and made under official travel orders." 





RETIREMENT 
7-235 Ie708.3 . Am3i 
American Enterprise Institute for Public Policy Research. 

Issues affecting private pensions. Washington, 1971. 45 pp. (Legislative analysis 


no. 3, 92nd Congress) 

An analysis of legislative proposals in the 92nd Congress and an examination of 
major policy issues embodied in them. Considers pension vesting, funding and 
insurance. 


J- 236 Ie712 Box 
California. Public Employees' Retirement System. 
Annual financial report and report of operations of the Board of Administration, 
40th, for the fiscal year ended June 30, 1971. Sacramento, 1971. 77 pp- 


7- 237 

Kolodrubetz, Walter W. 
Private retirement benefits and relationship to earnings: survey of new beneficiaries. 
Social security bulletin, vol. 36, no. 5, May 1973, pp. 16-37. 

"This article focuses on the 134,000 private wage and salary workers who reported 
on the amount of private pensions they were receiving. The analysis concerns the 
amount of these benefits in relation to earnings, length of service, and other 
charactersitics and the adequacy of the benefits as measured by their relation to 
preretirement earnings. 

"Findings presented here are based on the Survey of Newly Entitled Beneficiaries 
(SNEB), conducted by the Social Security Administration." 

7- 238 Ie708.3 .Nl2y 
Nader, Ralph and Kate Blackwell. 
You and your pension, New York, Grossman, 1973. 215 pp. 

This investigation of the problems of the private pension system draws attention 
to the risks employees are taking when "they bet on a payoff from private pensions." 
For articles related to this report see: "Pensions: a long way from promise to 
pay-off," by Ralph Nader and Kate Blackwell, The MBA, vol. 7, no. 1, January 1973, 
pp. 22-24, 26, 294+; and "Nader's new book-+two critiques; pro," by Michael S. Gordon, 

and "con," by Paul H. Jackson, Pension and Welfare News, vol. 9, no. 4, April 1973, 
pp. 24-26, 28. 





7- 239 Tech. Rpts. 

Ohio State University. Center for Human Resource Research. 
Retirement expectations of middle-aged men, by Herbert S. Parnes and Gilbert Nestel. 
Bethesda, Md., Leasco Information Products, 1971. 63 pp. (PB- 208-534) 

"This study of the correlates of plans for retiring before ages 65 and for post- 
retirement activity analyzes data for 1966 and 1967 from a national longitudinal 
Survey of men aged 45-59...." Retirement plans are analyzed according to the 
worker variables of age, financial need, financial resources, health limitations 
and the economic and noneconomic rewards for working. 
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240 1e558 .P14b 
Page, Joseph A. and Mary-Win O'Brien. 
Bitter wages. New York, Grossman, 1973. 314 pp. 
"The history of the movement to protect workers from industrial accidents and 
diseases consists of a pattern of neglect interrupted by occasional efforts on 
the part of individuals and groups to come to grips with the problem. This book 
has described the degree to which these individuals and groups have fallen short 
of their goal." 
The book concludes with recommendations ‘for action to be taken by government 
agencies, the unions, private groups and Congress. 
At head of title: Ralph Nader's Study Group report on disease and injury on the 
job. 


SCIENTISTS AND ENGINEERS 





7- 241 Ie53 .En3En3p 1972 
Engineering Manpower Commission. 
Professional income of engineers, 1972. New York, 1972. 80 pp. (302-72) 


Survey results are analyzed by type of employment, educational level, 
geographic region, years of experience and supervisory or non-supervisory capacity, 


7- 242 Iel72 .En3su 
Engineering Manpower Commission. 
Supply-demand imbalances as seen by employers of engineers and technicians. New York, 
1971. 18 pp. (Publication no. 221) 
Employers surveyed in 1970 believed demand was greater than supply of engineers 
and technicians in the areas of civil, chemical and electrical-power engineering 
and that there was an oversupply of personnel in the areas of aerospace and 


electronic engineering. 


7- 243 

Harlow, Dorothy N. 
Professional employees' preference for upward mobility. Journal of applied 
psychology, vol. 57, no. 2, April 1973, pp. 137-141. 

Fifty-four non-supervisory engineers and thirty-three engineering managers 
participated in this study which investigated the ability of Robert Presthus' 
accommodation theory to predict why some engineers are more interested 
than others in upward mobility. The theory hypothesizes that "(a) job satisfaction 
is positively related to preference for promotion, and (b) promotional preference 
is negatively related to tolerance for ambiguity for individuals who have high 
job satisfaction." The relationship between satisfaction and promotional prefer- 
ence was supported by both the non-supervisory and the managerial groups; however, 
the theory's hypothesis concerning ambiguity tolerance was supported only by the 
managerial group. 


= Oks 
7- 244 


Perline, Martin M. and Ronald W. Presley. 

Mobility of unemployed engineers: a case study. Monthly labor review, vol. 96, 
no. 5, May 1973, pp. 41-46. 

This study investigated the differences in economic and demographic characteris- 
tics of unemployed aerospace engineers and technicians in the Wichita, Kansas, 
area who left the area after being laid off and those who remained. Significant re- 
lationships were found between mobility and age, homeownership, education, age of 
dependents, tenure and income. 
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SCIENTISTS AND ENGINEERS (Cont'd) 
7- 245 
smith, J. Stanford. 
Needed: a ten-fold increase in minority engineering graduates. Journal of college 
placement, vol. 33, no. 4, April-May 1973, pp. 30-35. 
Pointing out that today only one out of 100 engineering graduates is black, 
a Senior Vice President and Head of the Corporate Administrative Staff for the 
General Electric Company discusses the need for black engineers, the shortage of 
engineers anticipated in the late 70's, overall efforts required to draw blacks 
into the field, and problems to be met. 
A modification of the article also appears in Contact, vol. 3, no. 8, Spring 1973, 
pp. 35-37, 80. 





7- 246 Iel72 . UN72u 

U.S. National Science Foundation. 
Unemployment rates and employment characteristics for scientists and engineers, 1971. 
Washington, U.S. Govt. Print. Off., 1972. 193pp. (NSF 72-307) 

Findings of survey designed to measure employment status changes during 1971 "and 
to determine educational, professional, and prior employment characteristics of those 
who were unemployed or employed in nonscience- and non-engineering-related positions." 
Sample is drawn from the 1970 National Register of Scientific and Technical Personnel 
and from memberships in engineering societies. Preliminary results were published 
in Science Resources Studies Highlights, "Unemployment rates for scientists, Spring 
1971" (NSF 71-26) and "Unemployment rate for engineers, June-July 1971" (NSF 71-33). 


i) 





| SELECTION 

Ry J- 247 

Korman, Abraham K. and others. 
Perceived characteristics of "competent" people. Journal of vocational behavior, 
vol. 3, no. 2, April 1973, pp. 145-152. 

",.. Our purpose will be to report a research study designed to identify some of 
the characteristics which would make it more likely that a person would be described 
as being high in those interpersonal assessment factors which we have found to be 
associated with ‘competence.’ ... In addition, we will also report for comparative 
purposes the types of behavioral, psychological, and social characteristics which 
would make it more likely that a person would be described as high on those assessment 
factors not associated with ‘competent! behaviors." 


7-248 

Torbert, William R. 
An experimental selection process for a collaborative organization. Journal of 
applied behavioral science, vol. 9, nos. 2/3, 1973, pp. 331-350. 


Presents a case study of the selection procedures used to staff an organization 
characterized by collaborative decision-making. The organization in this case was 


an Upward Bound program for poverty high school students. 
Adapted from the author's book, A School in Struggle. 





SUPERVISION 
7- 249 
Lein, Charles D. 
Preventive measures against marginal performance. Supervisory management, 
vol. 18, no. 5, May 1973, pp. 2-7. 
Offers guidelines for preventing the development of marginal employees and for 
dealing with the problem if you haven't been able to prevent it. 











SUPERVISORS 
7- 250 1e423.3 .En3t 
Engineering Industry Training Board. 
The training of supervisors. London, 1966. 20 pp. (Booklet no, 1) 
Planning supervisory training involves describing the job, analyzing training 
needs, developing training specifications and determining the methods t be used. 


7-251 
Kleiler, Frank M. 
How to select a supervisor. Supervision, vol. 35, no. 5, May 1973, p. 3l. 


Lists several criteria for selecting employees to be supervisors without formal 
esting and without using the trial and error process. 


7- 252 
Kozoll, Charles. 
How to train supervisors to break in new employees -- gently. Training in business 


and industry, vol. 10, no. 5, May 1973, pp. 41-42. 
A three-phase program for training supervisors to be empathic toward new 
employees is described. The program can be completed in one day. 


TESTS 
7- 253 
Kohlan, Richard G. 
Police promotional procedures in fifteen jurisdictions. Public personnel manage- 


ment, vol. 2, no. 3, May-June 1973, pp. 167-170. 

The survey showed that all the jurisdictions rely heavily on written tests for 
the selection of candidates for promotion. Other factors considered are seniority, 
performance evaluation, promotability estimate, education, markmanship and the regults 
of an oral interview. Describes the types of tests used, how they are developed, the 
provision of appeals procedures for challenging test questions and the establish- 
ment of promotion lists. 

Based on the report Procedures Used in New York City for Promoting Police Officers 
to Sergeant, Lieutenant, and Captain: Survey and Recommendations. 








7- 254 

Paulionis, A. N. 
The value of practical promotional examinations for the police and fire ranks. 
Public personnel management, vol. 2, no. 3, May-June 1973, pp. 179-181. 

The author recommends supplementing existing procedures for selecting candidates 
for promotion with practical examinations which provide the candidate with an 
opportunity to demonstrate his job-related skills and talents. Points out the 
benefits of practical examinations and explains that their effectiveness requires 
orienting the candidates and the raters and creating a decision-making situation. 


7-255 Ie261 .P96c 
Public Personnel Association, 
Catalog of police and fire personnel tests for entrance employment and promotion. 
Chicago, n.d. 22 pp. 
Lists tests available from the Association. Includes information on eligible 
users, limitations on use and prices and ordering. 
7- 256 
Roth, David C. and Philip C. Stahl. 
Application of the EEOC guidelines to employment test validation: a uniform standard 
for both public and private employers. George Washington law review, vol. 41, no. 3, 
March 1973, pp. 505-537. 
Cases such as Griggs v. Duke Power Co. and Douglas v. Hampton are examined in this 





discussion of the courts' attempts to develop standards for analyzing the discriminator 


impact of an employment test and for evaluating various methods of test validation. 
The authors suggest that the courts should adopt the validation techniques presented 
in the Equal Employment Opportunity Commission's Guidelines on Employee Selection 
Procedures as a means of resolving some of the critical issues involved in employment 
testing and ensuring the application of uniform standards to cases arising in the public 
and private sectors. 
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TESTS (Cont'd) 





BF431 . Sh2i 


-25/ 


Sharp, Evelyn. 


The IQ cult. New York, Coward, McCann & Geoghegan, 1972. 154 pp. 
Examines the origins of conventional IQ tests and some of the alternatives 
offered by new research. 


oo 
/Testing/ 


Canadian personnel and industrial relations journal, vol. 20, no. 3, May 1973, 
pp. 29-33. 

Two authors comment on an article in the March issue in which the author proposed 
replacing employee selection tests with interviews. 

Contents: Testing or interviewing? by Claude Forest; Another personal view on 
the state of personnel testing, by Karin Allport. 

7- 259 1e259 .Un35fe 1973 
U.S. Civil Service Commission. 
Federal office assistant examination; stenographer, typist, clerk, and office 
machine operator; what it is, and how it is given. Prepared by Bureau of 
Policies and Standards, Personnel Research and Development Center. Washington, 
U.S. Govt. Print. Off., 1973. 60 pp. 

Describes the examinations for these office occupations and gives sample 
questions from the verbal abilities test, the clerical abilities test, the typing 
test, the dictation test and the office machine operator special tests. 

Available from U.S. Government Printing Office, $.60. 





TRAINING 
7-260 
Belt, John A. and James A. Richardson. 
Academic preparation for personnel management. Personnel journal, vol. 52, no. 5, 


May 1973, pp. 373-380. 

The authors surveyed the course offerings in personnel management at 242 major 
universities and concluded that courses to provide personnel specialists with 
the needed technical background were Limited. 


7- 261 1e418 .Er4rj 
ERIC Clearinghouse on Vocational and Technical Education, 
Review and synthesis of literature on job training in industry, by Robert E. Wenig and 
William D. Wolansky. Washington, U.S. Govt. Print. Off., 1972. 60 pp. 
(Information series no. 62) 
Examines the current state of training provided by industry for semiskilled and 
skilled employees and discusses the integration of vocational and technical 
education programs with industrial training programs. 


7- 262 Ie552 .L93e 
Louisiana. Department of Civil Service. 
Employee training and development... comp. by C.0O. Koepp. Baton Rouge, La., n.d. 
2v. in l. 
Contents: Vol. 1, Communications in State government (guidelines to communicating 
with the public); vol. 2, The clerical employee. 
Two pamphlets to guide employees. 


7- 263 
Poole, James. 
The Civil Service Commission and cooperative education. Journal of cooperative 
education, vol. 9, no. 2, May 1973, pp. 59-61. 
Briefly reviews the success of cooperative education programs in Federal 
agencies and comments on the role of the U.S. Civil Service Commission in support 
of these programs. 











TRAINING (Cont'd) 
7- 264 Ie425 .1n84T250 
Tennessee. State Board for Vocational Education. 
Occupational instructors handbook; manpower development training, by W.M. Harrison 
and Robert Phillips. Murfreesboro, Tenn., Vocational Curriculum Laboratory, n.d. 
140 pp. 
Includes chapters on organizing a course of instruction, methods of instruction, 
shop organization and management, and safety. 


7- 265 1e418.6 .Un3t 

United Nations. Department of Economic and Social Affairs. 
Training of public service trainers; report on a pilot course, St. Augustine, 
Trinidad, 10 August-18 September 1970. New York, 1972. 117 pp. (ST/TAO/M/60) 

This report presents a description and evaluation of the course developed for 

trainers from the Caribbean countries which are members of the British Commonwealth, 
Included with the report are papers presented by faculty and guest speakers during 
the course and guidelines developed by the course participants for training specific 
types of personnel. 


TRAINING- - ADMINISTRATION 





7- 266 
Belcourt, Monica L. 
A systematic approach to training and development. Canadian personnel and industrial 


relations journal, vol. 20, no. 3, May 1973, pp. 53-57. 
Explains a proposed model for the systematic research, planning, development and 
conduct of effective training programs. 
7- 267 
Stockard, James G. 
A training strategy for decentralized organizations. Public personnel management, 
vol. 2, no. 3, May-June 1973, pp. 200-204, 
Eleven possible approaches to the training and development of employees in 
decentralized organizations are briefly examined, but the author focuses on his 
proposal for the establishment of a network of employee development centers. 


TRAINING- -EVALUATION 
- 268 

Karras, E. J. 
Training -- a link to organizational change. Training and development journal, 
vol. 27, no. 5, May 1973, pp. 12-14. 

To determine if training assists in producing desired organizational changes, the 

author recommendsevaluating the training in terms of organizational changes rather 
than internal-to-training changes. 





7- 269 
Wolfe, Joseph. 
Evaluating the training effort. Training and development journal, vol. 27, no. 5, 


May 1973, pp. 20-27. 

Wolfe reviews several studies which attempted rigorous evaluations of training 
programs and explains that they often fail to include many of the crucial elements 
needed to accomplish reliable evaluations. The experimental program evaluation 
technique is described and recommended as a method of improving the effectiveness 
of training programs. 


TRAINING - - METHODS 


7- 270 > Ie409 .B55e 
Bjerstedt, Ake, 
Educational technology; instructional programming and didakometry. New York, 
Wiley-Interscience, 1972. 300 pp. 

"The present book is intended to provide a survey and discussion of some of the 
basic problems of educational technology, as illustrated particularly in the step- 
wise construction of instructional methods-and-materials systems, such as self- 
instructional courses." 
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TRAINING--METHODS (Cont 'd) 
7-271 
Cummings, Paul W. 
Boob-tube training programs and problems. Training and development journal, vol. 
no. 5, May 1973, pp. 16-19. 
Despite some problems which are unique to a training situation of this type, the 
author indicates that educational television training programs can be effective. 


2 / 


> 


7- 272 [d24 .F66s 
Florida State University. 
SIBE; a sequential in-basket exercise technique; the pilot study, by Martha Jane 
K. Zachert and Veronica Pantelidis. Tallahassee, 1971. 148 pp. 

"SIBE is a sequential in-basket exercise technique, using computer assistance, 
designed to provide library science students with decision-making experience via 
simulated library administration problems." This publication describes the technique 
and reports the results of a pilot study of its use by library science students, 

7- 273 

Gedge, B. J. 
The service is being framed: programmed instruction in the N.S.W. public service. 
Public administration (Australia), vol. 31, no. 4, December 1972, ‘pp. 337-346. 

Explains how programmed instruction courses are developed and how they have 

been used as a training method in the New South Wales public service. 
1 7- 274 
Green, Thad B. and Morton Cotlar. 
Do filmed cases improve the case method? Training and development journal, vol. 27 
no. 5, May 1973, pp. 28-31. 
The results of this experiment indicate that presenting case materials on film 
improves the effectiveness of the case study training method. 


7- 275 Tech. Rpts. 

Human Resources Research Organization. 
Handbook of small-group methods of instruction, by Joseph A. Olmstead. Spring- 
field, Va., National Technical Information Service, 1972. 64 pp. (AD-741-829) 

"The handbook is designed to assist trainers and training managers to identify 

methods of instructing small groups (20 students or fewer) to accomplish desired 
instructional abjectives. The emphasis is on methods and procedures rather than 
on rationale and theory. The material is presented in an outline form, for the 
trainer to adapt to his needs. Various methods, case discussions, and problem- 
solving and role-playing exercises are described." 


7- 276 

Metropolitan Cleveland Jobs Council. 
Upgrading; three years' experience in Cleveland, by Theodore D. Small, Skill Upgrading 
in Cleveland, Inc., Springfield, Va., National Technical Information Service, 1972. 
lv. (PB- 208-174) 

A case study of an experimental program sponsored by the city of Cleveland to 

upgrade the skills of locally employed persons. The training method used in the 
upgrading program was advanced high intensity training. 


Tech. Rpts. 





7- 277 Tech. Rpts. 
Rivera, William M. 
T and sensitivity; a critique of lab education. Bethesda, Md., Leasco Information 
Products, Inc., 1972. 21 pp. (ED- 065-773) 
"Laboratory education is discussed from three viewpoints: (1) as an instrument 
for adult resocialization, (2) as an educational challenge which promotes personal 
but not social reconstruction, and (3) as a value medium which operates against 





the intellectual and independence modes. Criticism is focused on what the laboratory 


education technique does not do and for what it overlooks rather than its power." 











TRAINING--METHODS (Cont'd) 





7- 278 
Schneier, Craig E. 4 
Behavior modification: training the hard-core unemployed. Personnel, vol. 50, no, 3, 


May-June 1973, pp. 65-69. 
Briefly reviews the principles of behavior modification and explains how they 


can be used in designing and implementing training programs for the hard-core 
unemployed. Includes an example of a training program which incorporates these 
principles. 
7-279 1e425.7 .Sm5s 1973 
Smith, Henry C. 
Sensitivity training; the scientific understanding of individuals. New York, 
McGraw-Hill, 1973. 271 pp. 
The theories behind each component of sensitivity are presented along with the 


training implications associated with each. 
7- 280 


Smith, Richard W. 
Public television and industrial training. Training and development journal, vol. 27, 
no. 5, May 1973, pp. 34-36. 

Cost and organization are identified as the two major deterrents to the use of 
public television for business training purposes. Smith suggests that employee and 
professional organizations are in an ideal position to develop training programs 
suitable for a number of users. 


7-281 
Suessmuth, Patrick and Marit Stengels. 
Goal setting and feedback. Training in business and industry, vol. 10, no. 5, 


May 1973, pp. 48-49. 
Describes a simple classroom exercise which can be used to train employees in 
setting realistic performance goals. 
VETERANS 
7-282 
O'Haver, George B., Jr. 
Vacation rights for returning veterans: should work requirements be waived? 
Labor law journal, vol. 24, no. 5, May 1973, pp. 259-267. 
A number of cases dealing with the reemployment rights of returning veterans 
are discussed as a means of illustrating the problems that the courts have had in 
determining the veteran's status in regard to certain fringe benefits. The author 
points out the conflicting treatment of vacation rights and suggests that the 
reemployment statute be revised to clarify veterans' entitlement to specific benefits. 
niaeo Ie508 .So8 
Southern Illinois University, Veterans World Porject. ee 
— men; the reality of the Vietnam veteran. The report of.... Edwardsville, 1972, 
i Examines the societal and psychological problems of the veterans returning from 
Vietnam including the veterans! problems in obtaining employment. 7 


~ 


284 1d224 .Unl7s No. 149 
-S. Bureau of Labor Statistics 

The employment situation of Vietmam era veterans, by Kopp Michelotti and Kathryn R. 

Gover. Washington, U.S. Govt. Print. Off., 1973 9 pp. (Special labor force 

report 149) 

Reprinted from: Monthly Labor Review, December 1972, pp. 7-15 with supplementary 

tables. Reprint 2847. 

7-285 1e508.9 .Un38s 
U.S. Congress. Senate. Committee on Veterans’ Affairs. 

A study of the problems facing Vietnam era veterans on their readjustment to civilian 
life. Washington, U.S. Govt. Print. Off., 1972. 269 pp. (S. com. print, 92nd 
Cong. ) 

"The survey concentrated on four areas. The first area concerned the reception 
that the veteran receives upon returning home. Second, the survey focused on the 
problem that the returning veteran has in finding employment. Third, the problem 
of drug use and abuse among servicemen and its treatment was examined. Finally, 
the report looked at the role of the Veterans' Administration in facilitating 
veterans readjustment after separation from the Armed Forces." 
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7-286 Ie411 .D97g 
Dwyer, Francis M. 
A guide for improving visualized instruction. State College, Pa., Learning Services, 
1972. 138 pp. 

Reviews research studies which evaluated the use of different types of visual 
materials as an instructional technique and which evaluated methods of presenting 
visualized instruction. The final chapter presents a model for the empirical 
evaluation of visual material to be used for instructional purposes. 


WOMEN - - EMPLOYMENT 
7-287 Tech. Rpts. 
American Council on Education, 
Sex discrimination and contract compliance; beyond the legal requirements, by 
Betty Pryor and others. Bethesda, Md., Leasco Information Products, 1972. 
12 pp. (ED- 065-050) 

"The 2 documents that form the body of this ACE Special Report were prepared in 
response to a large number of inquiries from the Council's members. The first 
summarizes the Presidential orders, the law, and pending legislation with respect 
to sex discrimination in higher education. The second describes a typical compliance 
review and deals with issues that have arisen as institutions have sought to comply 
with the legal requirements and to prepare affirmative action plans for the employ- 
ment of women." 

7-288 1e154.9 .~B29w 
Basil, Douglas C. 
Women in management. New York, Dunellen, 1972. 124 pp. 

The research findings reported here are concerned with the incidence of women in 
managerial positions, the types of managerial positions held by women, organizational 
policies toward the promotion of women, male and female attitudes toward women in 
mangement and the specific barriers to the promotion of women to managerial positions. 
Questionnaire responses were received from 102 female executives and 214 male execu- 
tives in companies and government organizations. 

7-289 1e438 .Se2B43s 
Benet, Mary K. 
The secretarial ghetto, New York, McGraw-Hill, 1972. 181 pp. 

The office of today is characterized as a "female ghetto" where the "work is 
supplementary and custodial rather than productive: it is low in status and in 
pay." Psychological and social factors which have created this "ghetto" are 
examined and factors which may contribute to changes are discussed. 

7-290 

Boyle, M. Barbara. 
Equal opportunity for women is smart business. Harvard business review, vol. 5l, 
no. 3, May-June 1973, pp. 85-95. 

The author, a consultant who designs affirmative action plans to foster equal 
treatment of women, describes the 10 basic steps of developing a program: 
establishing responsibility, defining the problem, involving executives, 
identifying and tracking, job restructuring, setting objectives, recruiting, 
development and training, developing management awareness and examining existing 
personnel policies. 

7-291 Tel154 .C49wo 1972 
Citizens Advisory Council on the Status of Women. 
Women in 1972. Washington, U.S. Govt. Print. Off., 1973. 78 pp. 

Reports political, legal, and economic advances made for women. Includes gains 
in employment, appointment of women to policy posts in the Federal government, 
in the Federal civil service and in the military service and recommendations on 
credit and manpower training. 


7-292 Ie154 .C76w 
Conference Board, Inc. 
Women; a demographic, social and economic presentation, by Fabian Linden. New 


York, 1973. 40 pp. 
Includes data on women in the labor force, their occupations and earnings. 








WOMEN--EMPLOYMENT (Cont'd) 


7-293 Ie154 .Er4r 
ERIC Clearinghouse on Vocational and Technical Education. 
Review and synthesis of research on women in the world of work, by Mary Bach Kievit, 
Washington, U.S. Govt. Print. Off., 1972. 96 pp. (Information series no. 56) 

Examines literature related to the role of women in the labor force and the 

current issues which may bring about changes in that role. 

7-294 

Eyde, Lorraine D. 
The status of women in state and local government. Public personnel management, 
vol. 2, no. 3, May-June 1973, pp. 205-211. 

A survey of 14 public jurisdictions provided the basis for this report high- 
lighting some of the positive actions taken by state and local governments on 
behalf of women employees. Points out specific improvements in a variety of 
employee practices. 


a 


7-295 1e154.5 .F3la 
Federally Employed Women. 
The ABC'S of your job; a handbook on personnel management matters. Washington, 
1972. 42 pp. 

A handbook designed to help FEW members understand various Federal personnel 
policies. Covers equal opportunity, part time work, position classification and 
pay, reduction in force, leave, life insurance, health benefits, retirement, appeals 
and grievances, training and aspects of the employment process. 





7-296 e154 .G43c 
Ginzberg, Eli and Alice M, Yohalen. 
Corporate lib; women's challenge to management, Baltimore, Johns Hopkins 


University Press, 1973. 153 pp. 

Participants in this conference examined the subject of women in management in- 
cluding some of the barriers to women seeking managerial positions, the potential 
of women in management and the social implications of an increased female role in 
the work world. 

Papers presented at Conference on Women's Challenge to Management, Fall 1970, 
sponsored by Columbia University, Graduate School of Business. 

7-297 

Hillman, Jordan J. 
Sex and employment under the Equal Rights Amendment. Northwestern University law 
review, vol. 67, no. 6, January-February 1973, pp. 789-841. 

Hillman investigates the possible effects of the Equal Rights Amendment on current 
regulation of sex discrimination in the private employment sector. He considers 
the Amendment's impact on the maternity, child care sick leave and job status of 


with particular reference to fringe benefits; on state "protective" laws; on the 
bona fide occupational qualification under Title VII of the Civil Rights Act of 


and on governmental enforcement of affirmative action programs and remedies dealing 
with sex discrimination. 
7-298 
Kahne, Hilda. 
/ 
pp. 59-63. 

Presents an outlook for employment of women in the professions in the decade of 
the 70's in terms of demand and supply, and also notes the emerging professions and 
changes in the structure of the traditional ones. Suggests questions a woman might 
ask herself when thinking about paid work, and concludes with the comment that, while 
the situation is improving, women will have arrived only when sex is no longer a con- 
sideration in hiring practices. 


i 
Co 








pregnant employees and their husbands; on the general job status of married employees, 


1964; on the "troublesome remnant" of sex separated restrooms and sleeping facilities 


Women in the professions. Journal of college placement, vol. 33, no. 4, April-May 1973, 
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yOMEN--EMPLOYMENT (Cont'd) 
7-299 1e154 .R13h 
Ralston, Mary. 

How to return to work in an office. New York, Harper & Row, 1972. 239 pp. 

This book is intended primarily as an aid to women who have been out of the 

labor force for several years and are considering returning to work in an office. 
However, the suggestions for finding jobs and evaluating opportunities are broad 
enough to be of use to women seeking any type of work. 
7-300 
Reno, Virginia. 
Women newly entitled to retired-worker benefits: survey of new beneficiaries. 
Social security bulletin, vol. 36, no. 4, April 1973, pp. 3-26. 
This part of the Survey of Newly Entitled Beneficiaries, a study designed to 
find out why older workers claim reduced social security benefits, focuses on women. 
It specifically examines the relationship between marital status and benefit amounts, 
pointing out factors which influence those amounts. Findings of the study related 
to retirement status and the reasons for stopping work are also reported. 
7-301 
Schein, Virginia E. 
The relationship between sex role stereotypes and requisite management characteristics. 
Journal of applied psychology, vol. 57, no. 2, April 1973, pp. 95-100. 

"The results /of this study/ confirm the hypothesis that successful middle managers 
is are perceived to possess those characteristics, attitudes and temperamen®=s more com- 
monly ascribed to men in general than to women in general." However, a few managerial 
characteristics such as understanding, helpfulness and intuitiveness were more 
commonly ascribed to women than men; and the characteristics of intelligence, 
competence and creativeness were not associated with either sex role stereotype. 


7-302 S/C 
Spain, Jayne B. 
The battle against discrimination. Journal of home economics, vol. 65, no. 1, 
January 1973, pp. 16-19. 
The Vice Chairman of the Civil Service Commission explains that legislation, train- 
ing, and changes in basic attitudes are all important in achieving equality of 
employment opportunity for women. 


7-303 
Tobias, Sheila. 
Male chauvinism in employment. Journal of college placement, vol. 33, no. 4, April-May 
1973, pp. 51-56. 
rent Cites studies which illustrate misconceptions managers hold about women and those 
which they hold about themsleves. Maintains that female behavior and life styles are 
changing, that management is concerned about the absence of women in top level positions 
yees, but not aware of accommodations to be made for persons with different life styles. 
Favors prohibiting sex segregation and sex stereotyping of jobs. 
Inserts: (1) Federal legislation at a glance -- regarding discrimination against 
women; (2) Guidelines for interviewing and hiring women candidates /compiled by the 
ng Women's Association of Harvard University Graduate School of Business Administration_ 
and based on Equal Employment Opportunity Commission guidelines and/or court rulings/. 


ties; 


7-304 1e154.5 .Un98ca | 
1973, U.S. Women's Bureau. 

Calling all women in Federal service; know your rights and opportunities. Washington, | 
: U.S. Govt. Print. Off., 1972. 11 pp. (Leaflet 53) 
| Highlights of personnel policies and regulations. | 


1s YOUTH 
ile 7-305 
m- Barnett, Rosalind C. and Renato Tagiuri. 


What young people think about managers. Harvard business review, vol. 51, no. 3, 
May-June 1973, pp. 106-118. 

Young people (ages 9 through 17) were surveyed concerning their interest in 
management and other careers and their reasons for positive or negative attitudes, 
their knowledge of management work and their image of a manager's life-style. 














UNITED STATES 
CIVIL SERVICE COMMISSION 


WASHINGTON, D.C. 20415 POSTAGE AND FEES PAID 
U.S. CIVIL SERVICE. COMMISSION 


OFFICIAL BUSINESS 











